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;g ykblsal vU; yksxksa dks O;kolkf;d mís';ksa ds fy, Hkh vkids dke dks jhfeDl] V~ohd vkSj fuekZ.k djus nsrk gS] tSls tc rd os vkidks Js; 

nsrs gSa vkSj leku 'krksZa ds rgr viuh ubZ jpukvksa dk ykblsal nsrs gSaA ;g ykblsal vDlj "d‚ihys¶V" eqä vkSj vksiu lkslZ l‚¶Vos;j ykblsal 

ls rqyuRed gSaA bl ij vkèkkfjr lHkh u, dk;Z ij leku ykblsal gksxk] blfy, dksbZ Hkh MsfjosfVo O;kolkf;d mi;ksx dh Hkh vuqefr nsxkA 

;g fofdihfM;k }kjk mi;ksx fd;k tkus okyk ykblsal gS vkSj mu lkefxz;ksa ds fy, vuq'kaflr tks fofdihfM;k vkSj blh rjg ds ykblsal çkIr 

ifj;kstukvksa ls lkexzh 'kkfey djus ls ykHkkfUor gksxkA 

nkok R;kx 

blesa fufgr tkudkjh fofHkUu foÜoluh; lzksrksa ls çkIr dh xbZ gSA yksftfLVDl lsDVj fLdy dkSafly ,slh tkudkjh dh lVhdrk] 

iw.kZrk ;k i;kZIrrk ds fy, lHkh okjaVh dks vLohdkj djrk gSA yksftfLVDl lsDVj fLdy dkSafly dh ;gka fufgr tkudkjh esa 

=qfV;ksa] pwd ;k vi;kZIrrk ds fy,] ;k mldh O;k[;k ds fy, dksbZ nkf;Ro ugha gksxkA iqLrd esa 'kehy d‚ihjkbV lkexzh ds Lokeh 

dk irk yxkus dk gj laHko ç;kl fd;k x;k gSA iqLrd ds Hkfo"; ds laLdj.kksa esa ikorh ds fy, muds è;ku esa yk, x, fdlh Hkh 

pwd ds fy, çdk'kd vkHkkjh gksaxsA yksftfLVDl lsDVj fLdy dkSafly dh dksbZ Hkh laLFkk bl lkexzh ij fuHkZj jgus okys fdlh Hkh 

O;fä dks gq, fdlh Hkh çdkj ds uqDlku ds fy, ftEesnkj ugha gksxhA fn[kk;s x, lHkh fp= dsoy æ"Vkar mns'; ds fy, gSA fDod 

fjLi‚Ul dksM ¼D;wvkj dksM½ iqLrd esa dksfMr c‚Dl lexzh ls tqM+s bZ lalkèkuks rd igkspus esa enn djsaxsA ;s D;wvkj dksM fo"k; es 

Kku cMkus ds fy, baVjusV is miyCèk fyad vkSj ;wVîwc ohfM;ks lalkèkuks ls mRiUu gksrs gSa vkSj yksftfLVDl lsDVj fLdy dkSafly 

}kjk ugha cuk, x, gSaA lkexzh es fyad ;k D;wvkj dksM dks ,EcsM djuk fdlh Hkh çdkj dk leFkZu ugha ekuk tkuk pkfg,A O;ä 

fd, x, fopkjks ;k fyad fd, x, ohfM;ks dh lexzh ;k foÜolfu;krk ds fy, yksftfLVDl lsDVj fLdy dkSafly ftEesnkj ugha gSA 

yksftfLVDl lsDVj fLdy dkSafly xkjaVh ugha ns ldrk fd ;s fyad@D;wvkj dksM gj le; dke djsaxs D;ksafd fyad fd, x, i`"Vks 

dh miyCèkrk ij gekjk dksbZ fu;a=.k ugha gSA 
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vkHkkj

geus bl çfrHkkxh iqfLrdk dh lkekxzh dk leFkZu djus ds fy, fuEu laxBuksa dks /kU;okn  
fn;k] bl rjg ls dkS’ky vk/kkfjr xq.koÙkk iSd (QP) vkSj jk”Vªh; O;kolkf;d ekud (NOS)  
esa ;ksxnku nsrs gSaA
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ç;ksx fd, x, fpà 

Key Learning 
Outcomes

pj.k

le;

lq>ko

uksV~l

bdkbZ 
mís’;

çR;sd e‚Mîwy dh ‘kq#vkr esa çeq[k f’k{k.k 
ds ifj.kke lwphc) gSaA ;s f’k{kkfFkZ;ksa ds }
kjk gj e‚Mîwy esa doj fd;s tkus okys {ks=ksa 
dh :ijs[kk ds ckjs esa crkrs gSaA

;g fo’ks”k çfØ;k ds fy, pj.kc)  
funsZ’k gSa

;g çR;sd e‚Mîwy ds iwjk gksus ds fy, 
fufnZ”V le; crkrk gSA çR;sd e‚Mîwy 
dh ‘kq#vkr esa le; dks ?kaVksa dh la[;k esa 
mYys[k fd;k gSA

tgk¡ Hkh laHko gks] gj e‚Mîwy esa lq>koksa 
dks ‘kkfey fd;k x;k gSA os f’k{kkfFkZ;ksa dks 
fdlh ,d fo’ks”k fo”k; ij ds fy, vfrfjä 
var–Zf”V çnku djrs gSA

çR;sd e‚Mîwy ds var esa f’k{kkfFkZ;ksa ds fy, 
çeq[k fo”k; ls lacaf/kr i‚baV~l dks uhps 
lwphc) djus ds fy, fn;k x;k LFkku 
uksV~l gSA

;s gj e‚Mîwy esa çR;sd bdkbZ dh ‘kq#vkr esa 
lwphc) gSaA ;g f’k{kkfFkZ;ksa }kjk gj bdkbZ esa 
doj djus okys {ks=ksa dks n’kkZrs gSaA

bl iqLrd dk ifjp;
bl çfrHkkxh iqfLrdk dks परलेखन िवशेषज्ञ  - परििहन ;ksX;rk iSd ¼D;wih½ dh çf'k{k.k lqfoèkk ds fy, 
cuk;k x;k gS ;g f'k{kkfFkZ;ksa dks çys[ku çfØ;k eq[; fo"k;ksa ij tSls dh nLrkostksa dk laxzg] nLrkost 
rS;kj djuk vkSj dkuwuh t:jrksa dks iwjk djus ds fy, çcaèku djuk] çR;sd pj.k esa vko';d nLrkostksa 
ds fofHkUu çdkjksa ij Kku] vxys fnu ds dk;Z] vkusokys nLrkostksa ij ys[kk ijh{kk] nLrkost okrkoj.k 
esa ekuo lalkèku çcaèku ij vko';d Kku çnku djrh gS bldk fu.kZ;kRed vuqdwyu cM+s vkSj NksVs 
ifjogu djusokyksa ij è;ku dsfUær djusokyk ,d okLrfod nqfu;k dk –f"Vdks.k çnku djrk gS

;g iqLrd Vhe ds Hkhrj fe=or rjhds ls dke djds xzkgdksa dh vko’;drkvksa dks le> djds laxBu 
ds psgj ds rkSj ij fMyhojh dks le; ij nsus vkSj laxBu dh vko’;drkvksa dks le>dj bl ckjs esa 
foLrkj ls crkrh gS fd dSls bl in okys deZpkfj;ksa dks xzkgdksa ds lkFk laokn djuk gSA

;g iqfLrdk rduhdh ds {ks= esa orZeku çxfr dh uohure tkudkjh vkSj mlds m|ksx ij çHkko dh 
tkudkjh Hkh çnku djrh gSA dwfj;j lsok dh orZeku Hkkouk vkSj fofo/krk] fofo/k –f”Vdks.kksa dks dSIpj 
djus ds fy, dbZ e‚Mîwy la’kksf/kr fd, x, gSaA

;g iqfLrdk 4 NOS esa foHkkftr gSA NOS is’ksoj ekud gS ftldh fofHkUu Hkwfedkvksa dks m|ksx ds 
usr`RodrkZvksa dk leFkZu gS vkSj os blls lger gSaA NOS  f’k{k.k vk/kkfjr gksrs gSa] çf’k{kq ds t‚c@ 
Hkwfedk ds fy, çf’k{k.k vkSj vU; ekinaM vko’;d gksrs gSaA

bl iqfLrdk dh eq[; fo’ks”krk,a%

¼i½ ;g le>us esa vklku rjhds ls dwfj;j fMyhojh ifjpkyu dh vo/kkj.kk ds ckjs esa crkrh gSA

¼ii½ ;g laoknkRed vkSj is’ksoj <ax ls fMyhojh dh vo/kkj.kkvksa dks çLrqr djrk gSA

¼iii½ ;g is’ksoj fMyhojh lsVvi esa Lo;a dks ns[kus ds fy, f’k{k.kkfFkZ;ksa ds fy, volj çnku djrk gSA



vii

प्रलेखन विशषेज्ञ - परिवहन

Øe 
la[;k                                                e‚MîwYl rFkk bdkbZ;k¡ i`"B la[;k

1. nLrkost vkSj mudh vko';drk,¡ (LSC/N1120) (LSC/Q1123) 1

bdkbZ 1-1 & ifjogu ds nkSjku vko';d nLrkostksa ds fofHkUu çdkj 3

bdkbZ 1-2 & fu;kZr ds nkSjku bLrseky nLrkostksa ds çdkj 10

bdkbZ 1-3 & varjjkT;h; gLrkarj.k vkSj VSDl ij lkekU; ekunaMksa ds nkSjk
 vko';d nLrkost

11

35

37

44

48

53

55

56

fo"k; lwph rkfydk 

2. nLrkost çca/ku dh çfØ;k (LSC/N1121) (LSC/Q1123)

bdkbZ 2-1 & nLrkostksa ds çfØ;k esa 'kkfey dne

bdkbZ 2-2 & –varxkZeh eky dh çfØ;k

bdkbZ 2-3 & –fuxkZeh eky dh çfØ;k

3. çys[ku ds ckn dh xfrfof/k;ka  (LSC/N1122) (LSC/Q1123)

bdkbZ 3-1 & fujh{k.k ds nkSjku leFkZu

bdkbZ 3-2 & eky dh fjiksfVaZx vkSj VªSfdax

4. रोजगार कौशल (DGT/VSQ/N0104)

56

नए रोजगार कौशल पर पुस्तक �नम्न�ल�खत स्थान पर उपलब्ध है
https://eskillindia.org/NewEmployability
ईबुक तक पहंुचने के �लए नीचे �द �दए गए QR कोड स्कैन कर�



viii

çfrHkkxh iqfLrdk



Documentation Assistant

LSC/N1120
(LSC/Q1123)

1- nLrkost vkSj bldh
vko';drk;sa

bdkbZ 1-1 &	ifjogu ds nkSjku fofHkUu çdkj ds nLrkostksa dh 
vko';drk

bdkbZ 1-2 &	u;kZr ds nkSjku ç;ksx fd;s tkus okys nLrkostksa 
ds çdkj

bdkbZ 1-3 &	varjjkT;h; LFkkukarj.k ds nkSjku nLrkostksa dh 
vko';drk vkSj VSDl ds lkekU; iSjkehVj 
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eq[; f’k{k.k ifj.kke

bl e‚Mîwy ds var esa vki ;g dj ldsaxs:

1- fofHkUu çdkj ds nLrkostksa dh O;k[;k djuk

2- çR;sd nLrkost vkSj bldh vko';drkvksa dk o.kZu djuk

3- fu;kZr ds fy;s ç;ksx fd;s tkus okys nLrkostksa dks vU; nLrkostksa ls vyx djuk

4- varjjkT;h; lkeku dh xfr ds nkSjku ç;ksx fd;s tkus okys nLrkostksa dh igpku djuk

5- nLrkostksa dh egRork dk o.kZu djuk

6- dkSu&ls nLrkost dh dc t:jr iM+sxh bldh igpku djuk

7- psd iksLV ij vkSj fujh{k.k ds nkSjku nLrkostksa dh vko';drk dk irk gksuk

8- fu;kZr ds nkSjku bLrseky fofHkUu nLrkostksa esa Hksn djuk

9- VSDl ds ekinaMksa dk o.kZu djuk
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bdkbZ 1-1 &	ifjogu ds nkSjku fofHkUu çdkj ds 
nLrkostksa dh vko';drk 

bdkbZ ds mís’k;

bl bdkbZ ds var esa vki ;g dj ldsaxs:

1- fofHkUu çdkj ds nLrkostksa ds ckjs esa lh[kuk

2- dkSu& lh fLFkfr esa dkSu&ls nLrkost dk ç;ksx fd;k tk;sxk bldk o.kZu djuk

3- ;g igpku djuk dh dkSu&lh fLFkfr esa dkSu&lk nLrkost rS;kj fd;k tkuk pkfg;s

1-1-1 nLrkost] vkSj budh vko';drk;sa

,d nLrkost D;k gS\

,d nLrkost ,d fyf[kr]fçaVsM]fjd‚MZ fd;k gqvk ;k 

,d bysDVª‚fud lk/ku gS tks v‚fQl dh fdlh tkudkjh  

ds fjd‚MZ ds fy;s ,d lcwr ds :i esa dke djrk gS

nLrkost dh vko';drk D;ksa gksrh  gS\

nLrkost iqjs lcwr gksrs gSa] tks fdlh LVsVesaV dh tkudkjh 

ds fy;s ,d L=ksr ds :i esa dke djrs gSadkuwuh ekeyksa 

esa ;k fookn ds nkSjku] nLrkost lR;kiu ds ,d lcwr 

ds :i esa dke djrs gSaA

jln vkSj ifjogu esa];s nLrkost ,d çek.kh—r tkudjh 

ds :i esa] tks ;g crkrs gS dh mRikfnr fd;k x;k 

lkeku uk rks dkuwu ds fo#) gS vkSj uk gh blls 

i;kZoj.k dks dksbZ uqDlku igqapsxk ;k VSDl vkSj isesaV 

vkfn dks bdëk djus dh tkudkjh ds L=ksr ] dke 

djrs gSa

nLrkostksa dks Vªd/ gkFk ls ys tk;k tk ldrk gS] tc 

lkeku dks nqljs jkT; esa Hkstus ds fy;s ckgjh {ks= dks 

NksM+us ds fy, lkfj.khc) fd;k x;k gks| 

Vªd ifjogu ds nkSjku ftu lkekU; nLrkostksa dh 

vko';drk gksrh gS os gSa

1- vkjVhvks psd iksLV: Vªd] ijfeV] jksM VSDl]

yksM ls lEcfU/kr nLrkostksa dh vko';drk  

gksrh gS

2- iqfyl psd iksLV: Mªkbfoax ds nkSjku fd;s

tkus okys vijk/k] ;krk;kr lqj{kk dks cuk;s

j[kuk] dkuwu vkSj vkns'k|

nwljs tks vkf/kdkfjd rkSj ij eky ds lkFk fdlh Hkh 

Vªd ds nLrkostksa dh tkap dj jgs gSa os gSa 

}} fdlh Hkh ,tsalh ds mM+unLrs ds }kjk tkap 

}} vko';d oLrqvksa dh vkoktkgh

}} lacaf/kr vf/kdkfj;ksa }kjk fofHkUu rjg dh tkap

1-1-2 okf.kfT;d pkyku

pkyu ,d ,slk of.kfT;d nLrkost gS ftl ij dksbZ 

eksyHkko ugha fd;k tk ldrk vkSj ;g tks cspus okys 

ds }kjk [kjhnus okys dks tkjh fd;k tkrk gS ;g ,d 

rjg ds ysu&nsu dks n'kkZrk gS] ftlesa [kjhn dh ek=k] 

lkeku dh dher] rkjh[k] blesa 'kkfey ikfVZ;ksa] ;wfud 

pkyku uEcj] VSDl fooj.k] Hkqxrku dh 'krsaZ vkSj lger 

dherksa dks 'kkfey fd;k tkrk gS

;g vkerkSj ij fdlh Hkh ysunsu ds nkSjku ç;ksx fd;k 

tkrk gSA ;g vafre fcØh nLrkost ds :i esa ekuk tkrk 

gS tgka [kjhnkj vkSj foØsrk nksuksa }kjk vkilh fooj.k 

ij lgefr O;ä dh gS tkrh gSA
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fp= 1-1-1 okf.kfT;d pkyku 

1-1-3 pkyku dk çQksekZ

çksQkekZ pkyku okf.kfT;d pkyku dk ,d gh çk:i 

gksxk] ysfdu çQkekZ pkyku ,d ,slk nLrkost gS ftlesa 

eksyHkko gks ldrk gSA

bls ,d vuqekfur pkyku Hkh dgk tkrk gS tks foØsrk 

ds }kjk Øsrk dks lkeku dh lHkh fo'ks"krkvksa ds lkFk 

yknus ls igys Hkstk tkrk gS ftlesa dh ek=k] ewY;] 

ifjogu lEcfU/kr tkudkjh 'kkfey gS bl nLrkost 

dks Hkqxrku ds :i esa bLrseky ugha fd;k tk ldrk| 

bl nLrkost dks eksyHkko ds vk/kkj ij ifjorZu esa ls 

xqtjuk gksrk gS ;g ,d VSDl pkyku ugha gS
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fooj.k
oSV dk 

jsV

çk—frd vkSj vijorZuh; mRiknksa] os vkbVe tks VSDls'ku ds }kjk dkuwuh rkSj ij can gS vkSj 

vkbVe ftudk lkekftd çHkko iM+rk gS
0%

çk—frd vkSj vijorZuh; mRiknksa] os vkbVe tks VSDls'ku ds }kjk dkuwuh rkSj ij can gS vkSj 

vkbVe ftudk lkekftd çHkko iM+rk gS
1%

cqfu;knh t:jr dh oLrq,a] lHkh —f"k vkSj vkS|ksfxd mRiknu] dSfiVy xqM~l vkSj ?kksf"kr 

lkeku 
4%

yXtjh dk lkeku 20%

mijksä nh x;h Jsf.k;ksa ds vkykok vU; lHkh phtsa gSa 13.5%

fp= 1-1-2 VSDl pkyku 

1-1-4 ,y,lVh/ lh,lVh Q‚eZ

yksdy lsy VSDl vkSj ,y,lVh ,d uEcj gS tks lsy 

VSDl fMikVZesaV ds }kjk oLrqvksa dks cspus/ ;k jkT; ds 

vanj fdlh foØsrk ds }kjk fd;s tkus okys fctul ds 

fy;s tkjh fd;k tkrk gS ;g gj jkT; esa vyx&vyx 

rjg dk gks ldrk gS

oSV miHkksx dh tkus okyh oLrqvksa ij ,d vçR;{k dj 

gS oSV ,d vfrfjä dj gS tks ljdkj ds }kjk foØsrk 

ij yxk;k tkrk gS] vkSj pkyku esa lsokvksa vkSj mRiknksa 

ij yxk;s x;s dj dk mYys[k fd;k tkrk gS dj lHkh 

mRiknksa ds fy;s lkeku ugha gS 

,d gh pkyku esa fofHkUu rjg dh oLrqvksa ij fofHkUu 

rjg ls oSV dks ykxw fd;k tkrk gS oSV buiqV vkSj 

vkmViqV oLrqvksa ij vyx&vyx rjg ls ykxw gksrk gS
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1-1-5 fVu lhjht

djnkrk dh igpku la[;k ¼VhvkbZ,u½ ,d ;wfud 

iathdj.k uEcj gS tks oSV ds vanj Mhyj dh iºpku 

dks iath—r djus ds fy;s ç;ksx fd;k tkrk gS blesa 

11 vad gksrs gSa vkSj ;g iqjs ns'k esa vyx gksrk gS igys 

nks v{kj  jkT; dksM dk çfrfuf/kRo djrs gSa D;ksafd ;s 

dsUæh;  x`g& ea=ky; ds }kjk bLrseky fd;k tkrk gSA 

vxys ukS 'kCnksa  dk lsV&vi] gkykafd] fofHkUu jkT;ksa esa 

vyx&vyx gks ldrk gSA

VhvkbZ,u dks Mhyj dh igpku ds fy;s Bhd mlh rjg 

ls ç;ksx fd;k tkrk gS tSls ih,,u dks bude VSDl 

/kkjk ds vuqlkj igpku ds fy;s fd;k tkrk gS lHkh 

Mhyj tks oSV  ds fy;s u;k iathdj.k djuk pkgrs gSa 

;k lsaVªy lsy VSDl jftLVªs'ku ds fy;s u;k VhvkbZ,u 

lkeku dh ç—fr
Mh* Q‚eZ tek djus ij 

ljdkj dks fcØh

jftLVMZ Mhyj dks fjlsy 

ds fy;s fcØh /mRiknd ds 

}kjk ^lh* ds tek djus ij 

ç;ksx

fdlh vU; dsl esa fcØh

?kksf"kr lkeku
4% ;k jkT; lsy VSDl 

¼;k oSV½] tks Hkh de gks

4% ;k jkT; lsy VSDl 

¼;k oSV½] tks Hkh de gks

4% ;k jkT; lsy VSDl 

¼;k oSV½] tks Hkh de gks

vU; lkeku
4% ;k jkT; lsy VSDl ¼;k 

oSV½] tks Hkh de gks

4% ;k jkT; lsy VSDl ¼;k 

oSV½] tks Hkh de gks

10% ;k jkT; lsy VSDl 

¼;k oSV½] tks Hkh de gks

fp= 1-1-3 fjVsy pkyku 

lh,lVh lsaVªy lsy VSDl gS tks dsaæ ljdkj ds }kjk 

varjjkT;h; ysu&nsu ij yxk;k tkrk gS bl fLFkfr esa 

foØsrk vkSj Øsrk dk nks vyx&vyx jkT;ksa dk gksuk 

t:jh gS lh,lVh fLFkfr;ksa ds vuqlkj vyx&vyx gks 

ldrk gS ;g lkeku dh Js.kh ij fuHkZj djrk gS

çnku djrk gS] gkyk¡fd]gj jkT; esa okf.kfT;d dj 

foHkkx us iqjkus iathdj.k / lh,lVh uacj dh txg 

vius ekStwnk Mhyjksa dks u;k VhvkbZ,u tkjh djus dk 

çko/kku fd;k x;k gSA

1-1-6 ijfeV/fcYVh çdkj

,d ifjogu okgu ds ekfyd dh vuqefr çkIr djuk 

vfuok;Z gS vkSj blds vuqlkj ijfeV dk mi;ksx djus 

ds fy,ijfeV dh nh xbZ 'krksaZ ;k {ks=h; ;k jkT; 

ifjogu çkf/kdj.k }kjk çfrgLrk{kfjr gSA

ijfeV nsus dk QSlyk LVsV VªkaliksVZ vFk‚fjVh ¼,l-Vh-,-

½ ds }kjk fd;k tkrk gS/ tSlk dsl gks jhtuy VªkaliksVZ 

vFk‚fjVh cksMZ ds }kjk] turk dh :fp vkSj ykHk dks 

/;ku esa j[krs gq,] mlh çdkj ls lsok,a çnku dh tkrh 

gks] fo"k; dh vuqikyuk 'krZ vkSj vkSipfjdrkvksa dks 

/;ku esa j[kdj dh tkrh gS

ijfeV ysus dk ,Iyhds'ku Q‚eZ ,l-Vh-, vkSj vkj-

Vh-, ds lsØsVjh ds v‚fQl esa miyC/k gksrs gSavkosnd 

dks igys ,d vkoaVu ds fy, vkosnu djuk gksxkA 

ftlds ckn vkosnd okgu dks ,d ifjogu okgu ds 

:i esa vkj-Vh-,-/ ,l-Vh-,- esa iath—r dj ldrk gS 

dsoy blds ckn gh ijfeV cu ldrk gS ijfeV dh 

vyx&vyx Jsf.k;ka gSa

,d Vªd MªkbZoj ds fy;s ijfeV ysus ds fy;s vko';d 

nLrkost gSa:
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fp= 1-1-4fcYVh 

}} okgu dk jftLVªs'ku lfVZfQdsV

}} okgu dk ba';ksjsal lfVZfQdsV

}} frekgh ij dj ds Hkqxrku dk lcwr

}} xzhu VSDl dk Hkqxrku tgk¡ Hkh ykxw gks

}} okgu dk fQVusl lfVZfQdsV

1-1-7 fcyVh

;g ,d vkf/kdkfjd nLrkost gS tks dSfj;j ds }kjk 

tkjh fd;k tkrk gS ;s dSfj;j vkerkSj ij ekyHkkM+k 

djus okyh vkSj Vªfdax daifu;ka gksrh gSa fcYVh esa eky 

dks Hkstus okys vkSj çkIr djus okys] ml LFkku dk irk 

tgk¡ ls eky mRikfnr gqvk gS] mldk xUrO; vkSj :V 

dk iwjk fooj.k gksrk gS- bldks ,d gkml fcy Hkh dgk 

tkrk gS fcyVh uEcj ,d ;wfud uEcj gS vkSj ykns gq, 

e‚y dks VªSd djus ds fy;s ç;ksx fd;k tkrk gS

1-1-8 ços'k VSDl Q‚eZ

dqN jkT;ksa esa] ços'k dj yxk;k tkrk gS- ;g gj ,d 

jkT; esa vyx&vyx gksrk gS- fofHkUu rjg ds Q‚eZ tSls 

Q‚eZ 41] Q‚eZ ,Q] Q‚eZ 40 vkSj Q‚eZ 16 bR;kfn jkT; 

dh t:jrksa ds vk/kkj ij cuk;s tkrs gSa

1-1-9 vuqnku QkeZ

pqaxh dk mi;ksx vk/kqfud :i esa fd;k tkrk gS] pqaxh 

,d LFkkuh; dj gS] tks jkT; ljdkj ;k uxj fuxe 

ds }kjk LFkkuh; mi;ksx ds fy, [kjhnh xbZ phtksa ij 

yxk;k tkrk gS

pqaxh dh mxkgh fdlh pht dh dher] Hkkj] yEckbZ vkSj 

la[;k ij fuHkZj djrh gS vkSj pqaxh dk vk/kkj ,d jkT; 

dk nqljs jkT; ls ;k LFkkuh; Lrj ij  ,d jkT; ds 

vanj Hkh fHkUu gks ldrk gS

pqaxh orZeku esa fuEu jkT;ksa esa ykxw gS 

}} xqtjkr 

}} egkjk"Vª 

}} iatkc 

fofHkUu rjg ds pqaxh Q‚eZ esa 'kkfey gS 

}} ,u& Q‚eZ

}} lh&lhlh Q‚eZ

}} ,&ch Q‚eZ

}} vkj& Q‚eZ 

}} ,Dl – Q‚eZ

}} Q‚eZ 403

vko';drk vkSj lkeku ds vk/kkj ij nLrkost 

vyx&vyx çdkj ds gks ldrs gSa

1-1-10 VªkaftV ikl

;s os ikl gSa tks c‚MZj psd iksLV ij Vªd MªkbZoj ls 

;g psd djus ds fy;s ys fy;s tkrs gS dh lkeku ,d 

jkT; ls nqljs jkT; esa tk jgk gS ijUrq ,d fo'ks"k 

jkT; esa cspus ds fy;s ugha| vc] vf/kdrj jkT;ksa 

esa ;s ikl v‚uykbu miyC/k gSa rkfd Mhyj fdlh 

Hkh rjg dh xyrh ls cpus ds fy;s bUgsa [kqn rS;kj 

dj ldsa|lkekU;r: psd iksLV dks vafre le; ij  

Ø‚l djrs le; Q‚eZ esa bl ckr dk lgh rjg ls 

mYys[k dj ldsa dh VªkaliksVZj jkT; ls ckgj fudy 

pqdk gS

1-1-11 iSfdax lwph

iSfdax lwph ,d nLrkost gS fd ftlesa iSdst dh lkexzh 

ds ckjs esa iw.kZ tkudkjh 'kkfey gS iSfdax fyLV dks 

VªkaliksVZ ,tsafl;ksa] ljdkjh vf/kdkfj;ksa] vkSj xzkgdksa  dks 

ikfdax ls lEcfU/kr tkudkjh nsus ds bjkns ls cuk;k 
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fp= 1-1-5 iSfdax lwph 

fp= 1-1-6 fQVusl lfVZfQdsV fp= 1-1-7 çnq"k.k lfVZfQdsV 

tkrk gS ;s fooj.k çR;sd ikVhZ dks iSfdax ds fglkc ls 

lEHkkyus esa enn djrs gS

lkekU; fooj.k esa lkeku dh ek=k] c‚Dl dh la[;k/ 

fMCcs] otu] çfr iSdst ds fglkc ls la[;k] pkyku 

uEcj] Hkstus okys vkSj [kjhnus okys dk irk] iksVZ dh 

tkudkjh 'kkfey gS

1-1-12 fQVusl lfVZfQdsV

,d okgu dk iathdj.k rHkh oS/k ekuk tkrk gS tc 

mlds ikl ,d oS/k iathdj.k lfVZfQdsV gks| çkbosV 

okgu dh fLFkfr esa] fQVusl lfVZfQdsV 15 lkyksa ds 

fy;s oS/k gS vkSj fQj bldks gj 5 lky ds ckn uoh—r 

fd;k tkrk gS fQVusl dh tk¡p dh vkSj iathdj.k çkf/

kdkjh }kjk çekf.kr dh tkrh gS ifjogu okgu ds ekeys 

esa ,d u;s okgu ds fy, fQVusl lfVZfQdsV 2 lky ds 

fy;s tkjh fd;k tkrk gS vkSj fQj blds ckn gj lky 

u;s fljs ls tkjh fd;k tkrk gS
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1-1-13 chek

eksVj okgu chek çek.k i= eksVj okgu vf/kfu;e ds 

vuqlkj ,d dkuwuh vko';drk gSA ;g vkdfLed 

tksf[ke ls foÙkh; lqj{kk nsrk gSA ,d eksVj okgu dks 

fcuk chek ds pykuk cgqr [krjukd vkSj voS/k gS fcuk 

chek lqj{kk ds jksM ij okgu pykuk eksVj Oghdy vf/

kfu;e ds rgr ,d xEHkhj vijk/k gS] vkSj ;g ,d 

xSj&ftEesnkjh dk vijk/k Hkh gS ftldks gj fdlh ds 

}kjk utjankt fd;k tkuk pkfg;s| eksVj okgu chek 

ds çdkj 

eksVj okgu chek ds çdkj 

FkMZ ikVhZ ikfylh: ;g FkMZ ilZu dks gksuh okyh 

{kfr vkSj tksf[ke dks doj djrk gS O;fäxr pksVksa 

vkSj O;fäxr okgu tksf[keksa dks bl i‚fylh ds rgr 

doj ugha fd;k tk;sxk| ,d nqifg;k okgu ds fy;s] 

bl ikfylh dks ge thouHkj ds fy;s ys ldrs gSa  

;g lcls lLrh miyC/k eksVj okgu ikfylh gS bl 

ikfylh dks [kRe gksus ls nks eghus igys fj&U;w fd;k 

tk ldrk gS

O;kidikfylh:;g ,d egaxh ikfylh gS ;g O;fäxr 

vkSj FkMZ ikVhZ ds fjLd dks doj djrh gS bl ikfylh 

dks ,d lky esa fj&U;w fd;k tk ldrk gS] vkSj bldks 

,Mokal esa nks eghus igys Hkkjr esa dgha Hkh fj&U;w fd;k 

tk ldrk gS

uksV~l



10

çfrHkkxh iqfLrdk

1-2-1 fu;kZr nLrkost

bu nLrkostksa dh vko';drk fu;kZr ds le; iM+rh gS 

;s nLrkost mijksä nLrkostksa ds vfrfjä nLrkost gksaxs 

ftudh vko';drk fu;kZr dh çfØ;k ds nkSjku iM+rh 

gS vkSj ;s lkeku vkSj ifjogu ds çdkj ds vk/kkj ij 

vyx&vyx gks ldrs gSa 

bu nLrkostksa dk fujh{k.k cSad] lhek 'kqYd vf/kdkjh]

vkSj foÙk foHkkx vkSj vk;kr&fu;kZr i;Zos{kdksa ds }kjk 

fd;k tk;sxk|  

eky dks yknus dk fcy:

yknus dk fcy ,d fo'ks"k rjg ds lkeku Hkstus okys 

vkSj ys tkus okys ds chp esa ,d dkuwuh nLrkost gS 

ftlesa ys tk;s tkus okys lkeku ds çdkj] ek=k vkSj 

xUrO; dk iwjk C;kSjk gksrk gS yknus dk fcy ,d rjg 

ls f'kiesaV dh jlhn ds :i esa dke djrk gS tc lkeu 

dks igys ls fu/kkZfjr txg ij igqapk;k tkrk gS

dkSalqyj pkyku

okf.kfT;d pkyku dks lkeku dks vk;r djus okys 

ns'k ds  fuoklh ds }kjk gLrk{kfjr ¼ ns[kk] lkbZu vkSj 

LVkEiM½ fd;k tkrk gS ;g vk;kr fd;s tkus okys 

lkeku ij fu;U=.k] vkSj dqN T;knk gksus okys vk;kr 

vkSj pkyku  dks jksdrk gS

bdkbZ 1-2	–fu;kZr ds nkSjku ç;ksx fd;s tkus okys 
nLrkost

bdkbZ ds mís’k;

bl bdkbZ ds var esa vki ;g dj ldsaxs:

1- fu;kZr ds nkSjku ç;ksx fd;s tkus okys nLrkostksa ds ckjs esa lh[kuk

2- dkSu&lh ifjfLFkfr esa dkSu&lk nLrkost ç;ksx fd;k tk;sxk bldk o.kZu djuk

3- çR;sd fLFkfr esa dkSu&lk nLrkost çLrqr fd;k tk;sxk bldh igpku djuk

ewy L=ksr dk çek.ki=

;s nLrkost fdlh ns'k ds ewy f'kiesaV dks çekf.kr 

djrk gS ewy L=ksr dk çek.ki= vkerkSj ij VªsM çeks'ku 

v‚fQl] ;k fu;kZrd ns'k ds okf.kT; ds ,d pkSEcj ds 

}kjk tkjh fd;k tkrk gS

fujh{k.k çek.ki=

,d nLrkost tks ;g çekf.kr djrk gS fujh{k.k ds 

le; eky  ¼tSls [kjkc gksus okyk eky ds :i esa½ 

vPNh gkyr esa Fkk] vkerkSj ij rqjar f'kiesaV ls igysA 

dbZ fodkl'khy ns'kksa esa oLrqvksa dk vk;kr djrs le; 

f'kiesaV ls igys fujh{k.k dh vko';drk gksrh gS

M‚d jlhn vkSj os;jgkml jlhn

,d jlhn tks ,d os;jgkml lqijokbtj ;k canjxkg 

vf/kdkjh ds }kjk tkjh dh tkrh gS tks ;g çekf.kr 

djrh gS dh eky f'kfiax daiuh ds }kjk çkIr fd;k 

x;k gS

fu;kZr ykblsal ¼tc vko';d gks½

cSad dk fooj.k 

eky dh ç—fr vkSj ewY; ds vk/kkj ij  vkSj xUrO; 

ns'k ds fo'ks"k fu;eksa ds vuqLlj vfrfjä nLrkostksa dh 

vko';drk gks ldrh gS
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bdkbZ 1-3 &	varjjkT;h; LFkkukarj.k ds nkSjku 
vko';d nLrkost vkSj VSDl ds 
lkekU; iSjkehVj

bdkbZ ds mís’k;

bl bdkbZ ds var esa vki ;g dj ldsaxs:

1- varjjkT;h; LFkkukarj.k ds nkSjku vko';d fofHkUu nLrkostksa ds ckjs esa tkudkjh

2- fdu ifjfLFkfr;ksa esa dkSu&lk nLrkost ç;ksx fd;k tk;sxk bldk o.kZu djuk

3- bl pht dh igpku djuk dh fdl nLrkost dh fdu çfr;k¡ cukbZ tk;sa

4- VSDl ds iSjkehVj ds ckjs esa tkudkjh gkfly djuk

uksV~l
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1-3-1 dj nLrkostksa ds lkekU; iSjkehVj

iSjkehVj Hkkjrh; oSV ds vèkhu 

ç;ksT;rk

oLrqvksa dh varj&jkT;h; fcØh ij oSV

eky dh varjjkT;h; fcØh ij lh,lVh

lsokvksa ds çkoèkku ij ,lVh 

ds }kjk ns;
O;fäxr oSV vkSj lh,lVh ds fy, fcØh çHkkfor

,lVh ds fy;s O;fä lsok dk çkoèkku

LVS.MMZ jsV

oSV @ 4%–15%

lh,lVh 2% ij ;k oSV jsV 

,lVh @ 12%

}kjk ykxw vkSj 

çcaèku  

jkT; ljdkj ds }kjk oSV

lh,lVh dsu~ æh; ljdkj }kjk ykxw fd; k tkrk gS vkSj jkT; ljdkj }kjk çcaèku 

fd; k tkrk gS-

,lVh dsu~ æh; ljdkj }kjk

okilh
oSV vkSj lh,lVh ekfl d@=Sekfl d vkèkkj ij

SST Nekgh vkèkkj ij

laoSèkkfud Q‚eZ
NwV njksa ij varj&jkTth; fcØh ds fy , Q‚eZ lh

LV‚d VªkUlQj gsrq Q‚eZ ,Q+

jksM ijfeV @ 

fc YVh
vfèkdrj jkT;ksa esa vkod vkSj tkod lkeku ds vkokxeu ds fy , ykxw

1-3-2 Hkkjr ds lM+d ekufp=

fp= 1-3-1 Hkkjr ds lMd ekufp= 
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1-3-3 laxBu dh le>

çR;sd laxBu vyx vkSj mudh dke djus dh çfØ;k 

Hkh vyx gSA blfy, ,d प्रलेखन विशेषज्ञ - परिवहन 
ds :i esa]ukSdfj;ksa dh çkFkfedrk O;kikj vkSj mRiknksa 

dks ftlesa laxBu]muds fu;eksa vkSj ,d xfrfofèk djus 

dh çfØ;k le>uk 'kkfey gSA  çR;sd eky ds fy;s 

vyx çfØ;k dh vko';drk Hkh gks ldrh gSA  blhfy, 

laxBu ds ekudksa ls ifjfpr gksuk vko';d gSA  ,d 

ckj tc eky fMiks ls ckgj pyk tkrk gSa] tc rd ;g 

xzkgd rd ugha igq¡p tkrk gS] प्रलेखन विशेषज्ञ - परिवहन 
nLrkostksa esa nh xbZ lHkh tkudkjh ds fy, ftEesnkj 

gSA  dHkh&dHkh ykirk ;k pksjh ;k nLrkostksa ij nh 

xbZ xyr tkudkjh dks xSj&d+kuwuh eu tk ldrk gSA  

fdlh Hkh vukfèk—r O;fä di nLrkostksa dks ns[kus] vkSj 

tkudkjh dks le>us dh vkx;k ugha gksrh] daI;wVj vkSj 

eksckby fMokbl vkSj mudh ns[kHkky djuk lqj{kk ls 

lEcfUèkr igyh çkFkfedrk gksuh pkfg;sA 

,;jos fcy@ 

lUnHkZ la[;k  

fp= 1-3-2 Vh,uVh dk os fcy uEcj 

1-3-4 dksfMax ds flLVe dks le>uk

iSdst@eky dks Vªsl ;k yksds'ku dk irk djus ds fy, 

dksfMax flLVe dk ç;ksx fd;k tkrk gSA  ;g flLVe 

lkeku ds txg dh fLFkfr dh igpku djus ds fy;s 

ç;ksx fd;k tkrk gSA xkM+h ds çdkj] txg] iSdst ds 

vanj ds lkeku dks le>us ds fy;s Hkh dksfMax flLVe 

dk ç;ksx fd;k tkrk gS ¼ dsfedy] esfMdy mRikn 

bR;kfn½

dksfMax flLVe gksxk 

1- uacj& 123456789

2- vYQk U;wesfjd& C6578AWN98

3- ckjdksM& 2Mh vkSj  3Mh ckjdksM

4- RFID’s

1-3-5	ukSifjogu dh lUnHkZ la[;k
dks le>uk 

;g cqfdax ds nkSjku dksfj;j daiuh ds }kjk çnku fd;k 

x;k ,d ;wfud uEcj gksrk gSA  eky dh cqfdax djokrs 

le; dksfj;j daiuh ds }kjk jlhn çnku dh tkrh gS 

ftl ij ,d lUnHkZ uEcj gksrk gSA  ;g xzkgd vkSj 

eky ys tkus okys dh VªSd vkSj fLFkfr dks le>us esa 

lgk;rk djrk gS] tc os v‚uykbu iksVZy esa ços'k 

djrs gSaA  
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1-3-6 ycsfyax dks le>uk

yscfyax  ,d xzkfQ+d lapkj gS iWdst ds vanj j[kh gqbZ 

phtksa ds fy;s vkSj iWdst ds vanj j[kh gqbZ oLrqvksa dks 

fdlh rjhds ls j[kk tkuk pkfg;s ds fy, ,d egRoiw.

fp= 1-3-3 iSdst ij ç;ksx fd;s tkus okys yscy 

1-3-7 fiu dksM dks le>uk

iksLVy baMsDl ftldks fiu dksM Hkh dgk tkrk gS dks  

vkSipkfjd :i ls oxÊ—r djus vkSj esy dks forfjr 

djus ds fy, ç;ksx fd;k tkrk gSA  fiu dksM Mkd?kj 

uacfjax dh ,d 6 vadksa dk dksM gS tks Hkkjrh; Mkd ds 

}kjk ç;ksx fd;k tkrk gSA  

ns'k esa 9 fiu {ks= gSaA  igys 8 HkkSxksfyd {ks= gS vkSj 

9oka vkeÊ iksLVy lfoZl ds fy;s fjt+oZ gSA  igyk uEcj 

fdlh ,d {ks= dks n'kkZrk gSA  igys 2 uEcj fdlh lg 

{ks= ;k iksLVy lfdZy dks n'kkZrk gSA  igys 3 uEcj 

,d lkFk fdlh {ks= ds NaVkbZ@ jktLo dks n'kkZrk gSA  

vafre 3 uEcj fdlh iksLV v‚fQl ds lUnHkZ dks n'kkZrk 

gSA  

kZ lapkj gSA ;g ,d egRoiw.kZ dkS'ky vkSj le>us dh  

;ksX;rk gSa dh yscfyax ij vkèkkfjr QaD'ku dSls dke 

djrs gSaA yscy ,d lfp= iSdst ds vanj eky ds xq.kksa 

ds ckjs esa ,d laf{kIr fooj.k ds :i esa fdlh Hkh iSdst 

ij fn[kkbZ nsrkgSA

4 uEcj ml :V fdlh fo'ks"k ftys ds ml LFkku dks 

n'kkZrk gS tgk¡ ij fMyhojh v‚fQl fLFkr gSA  

vafre 2 uEcj ml fo'ks"k ftys ds fMyhojh v‚fQl dks 

n'kkZrs gSa tks 01 ls 'kq: gksrk gSA     

fiu ds igys uEcj fuEukuqlkj n'kkZrs gSa:
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igyk 
uEcj

{ks= jkT; tks doj fd;s tkrs gS

1 mÙkjh fnYyh] gfj;k.kk] iatkc] fgekpy vkSj tEew ,aM d'ehj

2 mÙkjh mÙkj çns'k vkSj mÙkjk¡py

3 if'peh jktLFkku vkSj xqtjkr

4 if'peh egkjk"Vª] eè; çns'k vkSj Nrhlx<+

5 nf{k.kh vkaèkz çns'k vkSj dukZVd

6 nf{k.kh dsjy vkSj rfeyukMw

7 iwoÊ if'pe caxky]mM+hlk vkSj mrjh iwoZ

8 iwoÊ fcgkj vkSj >kj[k.M

9 ,ih,l vkeÊ iksLVy lfoZl 

fp= 1-3-4: fMyhojh LFkku

rkfydk 1- fiu bafMdsVj 

uksV~l

    lacafèkr fofMvks ns[kus ds fy, D;w vkj dksM dks LdSu djsa vFkok fn;s x, fyad ij fDyd djsa

https://www.youtube.com/watch?v=7HfEnHztvIM  
eSuqvy gSMfyax  

https://www.youtube.com/watch?v=1fD8n9jdWb4
[krjukd eky dh gSMfyax
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1-3-8 ckjdksM

ckjdksM flLVe dke ds çR;sd pj.k ds ek/;e ls lkexzh dks VªSd djus vkSj çR;sd lkexzh ;k cSp ds ckjs esa 

foLr`r fjd‚MZ j[k ldrs gSaA ckjdksM dk mi;ksx djds] vki vius iklZy / dalkbuesaV VªSd dj ldrs gSa] vkbVe 

dk LFkku vkSj fdrus vkbVe VªkaftV esa gSa ds ckjs esa tku ldrs gSa A cqfu;knh lwph VªSfdax flLVe esa l‚¶Vos;j 

vkSj ckjdksM LdSuj ;k eksckby daI;wVj gksrk gS

bu fiu dksM uacjksa dks l‚VZ vkSj forj.kekxZ/iSdst ;k esy fidvi  dj çklafxd ‘kk[kk dk;kZy; igq¡pkus ds fy, 

bLrseky fd;k tkrk gSA

fiu ds 
igys 1 
;k 2 vad

Mkd ifj{ks=

11 fnYyh 

80 ls 85 fcgkj rFkk >kj[kaM 

12 ,oa 13 gj;k.kk 

14 ls 15 iatkc 

16 paMhx<+ 

18 ls 19 tEew ,oa d'ehj 

20 ls 28 mÙkj çns'k ,oa mÙkjk[kaM 

30 ls 34 jktLFkku 

36 ls 39 xqtjkr 

40 xksok 

40 ls 44 egkjk"Vª 

45 ls 48 e/; çns'k 

49 Nrhlx<+ 

50 rsyaxkuk 

fiu ds 
igys 1 
;k 2 vad

Mkd ifj{ks=

51 ls 53 vka/kz çns'k

56 ls 59 dukZVd 

60 ls 64 rfeyukMw 

67 ls 69 dsjy  

682 y{k}hi ¼}hilewg½ 

70 ls 74 if'pe caxky 

744 vaMeku ,oa fudksckj }hilewg 

75 ls 74 vksfMlk 

78 vle  

79 v#.kkpy çns'k 

793] 794]
783123

es?kky; 

795 ef.kiqj 

796 fetksje 

799 f=iqjk 

fp= 1-3-5 1D ckjdksM fp= 1-3-6 2D ckjdksM

rkfydk 2 fiu ladsrd
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1-3-9 dwfj;j VªSfdax

Hkkjr esa dwfj;j VªSfdax ,d ,slh çfØ;k gS ftlds 

ek/;e ls ge dqfj;j fd;s x, iklZy dh fLFkfr ds ckjs 

esa lgh tkudkjh çkIr dj ldrs gSA bu pj.kksa ds }kjk 

xzkgd dwfj;j ds ckjs esa v‚uykbu irk yxk ldrs gSaA

dwfj;j ,d LFkku ls nwljs LFkku ij vkbVe Hkstus 

ds fy, lcls vPNk rjhdk gSA Hkkjr dh dbZ dwfj;j 

daifu;ka lqj{kk ds lkFk vkSj lgh le; ij dwfj;j Hkstus 

dk oknk djrh gSaA daifu;ka fnu ij fnu ubZ rduhdksa 

dk mi;ksx dj xzkgdksa dks dbZ vklkuh ls mi;ksx dh 

tkuh okyh lqfo/kk,¡ çnku djrh gSaA Hkkjr esa dwfj;j 

VªSfdax mu lqfo/kkvksa esa ls ,d gSA

Hkkjr esa dwfj;j VªSfdax ,d ,slh çfØ;k gS ftlds 

ek/;e ls ge dqfj;j fd;s x, iklZy ds LFkku ds ckjs esa 

lgh tkudkjh çkIr dj ldrs gSA tc ge dksbZ vkbVe 

Hkstrs gSa] daiuh mls okafNr xarO; rd igqapkus ds fy, 

,d ekxZ ;k iFk fMtkbu djrh gS] rkfd vkidks og 

vkbVe le; ij çkIr gks ldsA vkbVe dks jokuk dj 

fn;k tkrk gS vkSj bl ;k=k ds nkSjku fofHkUu LFkkuksa ij 

çkIr fd;k tkrk gSA Vªsflax flLVe xzkgd dks iklZy ds 

ekStwnk LFkku ds ckjs esa irk djus dh lqfo/kk nsrk gSA

dwfj;j ds ckjs esa v‚uykbu irk yxkus ds pj.k

dwfj;j daifu;ka vius VªSfdax flLVe fu;fer :i ls 

v|ru djrh gSaA os gj iklZy ds iwjs MsVk dks j[krh gSa 

vkSj bl MsVk ds ek/;e ls daiuh xzkgdksa dks okLrfod 

fp= 1-3-8 VªSfdax

fp= 1-3-7 VªSfdax

tkudkjh çnku djrh gSA iklZy dh orZeku fLFkfr dk 

irk yxkus ds fy, vkidks dsoy cqfdax ds le; esa 

çnku fd;k x;k ijly uacj dk mi;ksx djuk gksxkA 

fuEufyf[kr ljy pj.kksa dk ikyu djsa:

}} lcls igys vki lacaf/kr daiuh dh vkf/kdkfjd 

osclkbV ij tk,¡A

}} VªSfdax ç.kkyh ls lacaf/kr fyad dk p;u djsaA

}} vc dksfj;j dh Vªsflax la[;k fy[kus ds fy, ,d 

u;k i`”B [kqy tk,xkA

}} vki cqfdax ds le; dh iksLVy jlhn ls VªSfdax uacj çkIr dj ldrs gSaA
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fp= 1-3-9 VªSfdax uacj

fp= 1-3-+10 VªSd uacj

fp= 1-3-11 osc VªSd

}} vc VªSfdax uacj fy[ksa vkSj dqN osclkbV vkils 

dSIpk fy[kus ds fy, dg ldrh gSa] n’kZdksa dks 

}} vc] vki vius fMyhoj fd;s x, vkbVEl ds fooj.k çkIr dj ldrs gSaA

lgh dSIpk Hkjdj xks cVu ij fDyd djus dh 

vko’;drk gksrh gSA



24

çfrHkkxh iqfLrdk

fp= 1-3-12 VªSfdax LVsVl

bu ljy pj.kksa ds ek/;e ls vki dqfj;j fd;s x, 

iklZy dh lgh fLFkfr dks VªSd dj ldrs gSaA

uhps de vke VªSfdax i‚baV~l dh lwph vkSj mudk 

eryc crk;k x;k gSA

ukekStwn iwoZ&lykg: iklZy tkudkjh vHkh rd 

v‚uykbu flLVe ij yksM ugha dh xbZ gSA gkykafd] 

iklZy dks ntZ fd;k x;k gS vkSj vHkh Hkh usVodZ ds 

Hkhrj gh gSA

v‚MZj tsujsV djuk: iklZy flLVe ij cqd fd;k 

x;k gS] ysfdu vHkh rd ,d= ugha fd;k x;k gSA

‘jk”Vªh; gc/dsaæ esa l‚VZ fd;k x;k’ ;k ‘gc Vªsyj 

ds ek/;e ls l‚VZ fd;k x;k’: iklZy dks jk”Vªh; 

dsUæksa esa ls ,d ij l‚VZ fd;k tk jgk gS vkSj tYn gh 

vkids LFkkuh; forj.k fMiks rd igq¡p tk,xkA

fMiks esa çkfIr:  iklZy ;k rks laxzg ;k forj.k fMiks 

esa gS] VªSfdax tkudkjh dh tk¡p djsaA

fMiks ls dgha vkSj igq¡p tkuk: iklZy dks xyr 

fMiks ds fy, Hkst fn;k x;k gS] ysfdu mls fQj ls lgh 

Hkstk tk,xkA —i;k vius LFkkuh; dwfj;j rd igqapus 

ds fy, iklZy dks 48 ?kaVs dh vuqefr nsaA

forj.k ds fy, çdV/’dwfj;j ds fy, çdV’ ;k 

‘forj.k gks jgk gS’: iklZy fMyhojh ds fy, dwfj;j 

dks lkSaik x;k gSA dwfj;j ds }kjk iklZy çkIr djus ds 

ckn] bldk ‘dwfj;j çkIr’ LdSu fd;k tk,xkA

dwfj;j çkIr: iklZy fMyhojh ds fy, dwfj;j ds ikl 

gS

vkxs ys tk;k x;k: dwfj;j iklZy nsus esa vleFkZ] 

ysfdu mls vxys dk;Z fnol esa iqu% ç;kl fd;k 

tk,xkA

irs dh ‘kadk ds dkj.k forj.k ugha fd;k x;k: ge 

vkidk iklZy igqapkus esa leL;k Fkh] ;fn vki iklZy 

ds f’kij gSa] rks çkIrdrkZ ds fy, laidZ fooj.k ds lkFk 

gels laidZ djsaA vki iklZy ds çkIrdrkZ gSa] vius f’kij 

ls laidZ djsa] os vkids fy, bldk gy dj nsaxsA
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1-3-10 iSdsftax vkSj yscfyax

varjkZ”Vªh; dwfj;j djus ds fy, mfpr iSdsftax vkSj 

yscfyax djuk egRoiw.kZ gSA f’kiesaV iSdsftax vkSj 

yscfyax ds fy, egRoiw.kZ lq>koksa dk ikyu djus ls 

vkids fy, vklkuh gks tk,xhA

ckgjh iSfdax

dke ds fy, lgh iSdsftax dk mi;ksx

lqjf{kr :i ls eky ifjogu ds fy, cDls fuf’pr 

:i ls ,d çHkkoh rjhdk gSa & ysfdu lHkh cDlksa dks 

leku ugha cuk;k tkrk gSA iSd djus ls igys ges’kk 

tkap djsaA

}} ¶ySi ds lkFk fLFkj ygjnkj cDlksa dk ç;ksx 

djsaA

}} lajpukRed :i ls detksj cDls ftuesa Nsn] 

QVs gq,] iqjkus cDlksa dk mi;ksx uk djsaA

}} vkbVe ds fy, i;kZIr dq’ku çnku djus okys 

cDlksa dk mi;ksx djsaA

}} [krjukd oLrqvksa ds fy, vuqeksfnr iSdsftax 

dk mi;ksx djsaA

vkarfjd iSdsftax

fp= 1-3-13 iSfdax lgk;d lkexzh

mls lgh rjhds ls yisVsa

viuh vkbVEl dks ,d nwljs ds lkFk feyus uk nsa & 

lko/kkuhiwoZd vkarfjd iSdsftax djsa] rkfd VªkaftV esa 

lkeku lqjf{kr jgsA

}} ccy ozSi] dkxt ds VqdM+s] ygjnkj xÙkk vkSj 

i‚fyLVjhu vkarfjd iSdsftax ds fy, lcls 

mi;qä gSaA

}} lHkh vkbVeksa dks vyx&vyx yisVsa] vkSj 

lqfuf’pr djsa fd VªkaftV ds nkSjku {kfr dks 

jksdus ds fy, lHkh vkbVeksa ds chp i;kZIr 

iSfdax lkexzh gksA

}} Vsi vkSj iSfMax ds lkFk rh[ks fdukjksa dks 

lqjf{kr djsaA

}} tgk¡ vko’;d gks ogka ^uktqd* LVhdj yxk,aA

}} uktqd vkbVeksa ds fy, 5/5 fu;eksa dks ;kn 

j[ksa: nhokj] vk/kkj vkSj Åij ls 5 lseh] vkSj 

çR;sd vkbVe ds vklikl 5 lseh dk dq’kuA
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,Dlçsl iSDl

bZiSDl ds lkFk dwfj;j djus ds lq>ko

,Dlçsl iSd vkbVe Hkstus ds fy, rhoz vkSj vklku 

fodYi gSaA

}} ¶ySV vkbVe dks eqM+us ls jksdus ds fy, mUgsa 

nks dkMZ~l ds chp j[ksaA

}} ckgjh iSdsftax {kfrxzLr gks tkus ij Hkkjh 

vkbVeksa dks lqjf{kr j[kus ds fy, vkarfjd 

cSx ;k c‚Dl esa yisVsaA

}} vius iSd dks iwjh rjg ls lhy djuk ;kn 

j[ksaA

}} gj le; lko/kku jgsa– xarO; dk irk vanj 

Hkh fy[ksaA

fp= 1-3-14 Hkkjh lkbust

}} 15 fdyks otu ls vf/kd dh lykg ugha nh tkrh 

gSA

}} [krjukd eky dks bZiSDl esa ugha Hkstk tkuk pkfg,A

vf/kdre vk;ke

rjktw dh tkap djsa

vf/kdre Lohdk;Z otu vkerkSj ij fHkUu gksrk gS vkSj]  

LokLF; vkSj lqj{kk dkj.kksa ds fy, vkidks

20 fdyks ls vf/kd vkbVe ds fy, ‘lko/kku Hkkjh 

vkbVe’ LVhdj yxk,aA vf/kd Hkkjh vkbVeksa ds fy,] 

çR;sd c‚Dl ij otu fy[kk tkuk pkfg;s rkfd mUgsa 

mBkus ls igys mUgsa otu Kkr gksA

lqjf{kr :i ls lhy djsa

mls can j[ksa

iSdst vkSj cDls VwVs gq, uk igqaps blds fy, lHkh 

vksifuaXl ij lhy yxk,aA ;g ,d lkekU; ckr gS 

ysfdu dbZ yksx cgqr tksj yxkdj vius vkbVe dks 

iSd djrs gSaA

}} cDlksa dks Åij] uhps nksuksa rjQ ls Vsi iSdsftax 

ds nks ;k rhu fLVªIl dk mi;ksx dj can fd;k 

tkuk pkfg,A

}} lqfuf’pr djsa fd vki ¼vius MsLd ij e’khu 

dh lsyksVsi dkQh ugha gksxh½ etcwr iSfdax 

Vsi dk mi;ksx djsaA

}} iSdsftax Vsi dh pkSM+kbZ de ls de 4 lseh 

gksuh pkfg,
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fp= 1-3-15 c‚Dl dks lhy djsa

fp= 1-3-16 okilh dk irk

irk yscfyax

vuko’;d okilh ls cpsa

Hkkjr Hkj esa dbZ ‘kgjksa vkSj lM+dksa ds uke ,d tSls gSa] 

;fn vki iwjk irk tkudkjh ugha nsrs gSa rks forj.k djus 

esa dfBukbZ vk ldrh gSA dwfj;j dks fof’k”V vkSj iwjk 

irk fy[kdj HkstsaA

}} ,d laidZ uke vkSj Qksu uacj ¼{ks= dksM ds 

lkFk½ ‘kkfey djsaA

}} ges’kk fdlh HkkSfrd irs ij viuk vkbVe Hkstsa 

¼dwfj;j iksLV v‚fQl c‚Dl esa forj.k ugha 

djrs gSa½A

}} iqjkus cDlksa ls yscy vkSj LVhdj mrkjdj 

laHkkfor Hkze dh fLFkfr ls cpsaA

}} c‚Dl ds ihNs okilh dk iwjk irk vkSj Qksu 

uacj fy[ksa] ;fn fdlh ekeys esa mls okil ;k 

Hkstus okys dks laidZ djuk gks
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1-3-11  fuf”k) eky/oLrq,a

lqj{kk igys ¼vkSj f}rh; vkSj r`rh;½

dwfj;j dqN [krjukd eky] tkuoj] vkHkw”k.k] udnh] 

cspuh; ¼tSls fd okmpj½ midj.k] cqfy;u] flDds] 

dherh iRFkj] çkphu oLrq,¡] ewy dyk—fr;ka ;k vU; 

dherh lkeku dk forj.k ugha dj ldrkA ;fn vkidks 

[krjukd eky ¼tSls isaV] ,;jkslkSYt vkSj cSVjh ds :i 

esa½ Hkstus dh t:jr gS rks vkidks [krjukd lkeku 

uhfr dk ikyu djus ls igys mls Lohdkj djuk 

pkfg;sA

}} fidvi cqd djus ls igys —i;k daiuh 

ds lkFk laidZ djds lqfuf’pr djsa fd vki 

usVodZ ds ek/;e ls vius vkbVe dk ifjogu 

dj ldrs gSaA

fp= 1-3-17 fuf”k) oLrq,a

}} Hksts x, çR;sd vkbVe ij lgh <ax ls iwjk 

Hkjk gqvk [krjukd eky ?kks”k.kk QkeZ vkSj 

,d Mhth fVdV ekud fVdV ds lkFk layXu 

gksuh pkfg,A

}} lHkh [krjukd eky vkbVeksa dks Mhth ds 

fo’ks”k oxZ ds fy, fo/kk;h vko’;drkvksa ds 

vuqlkj iSd fd;k tkuk pkfg,A

}} vkidks çR;sd [krjukd eky vkbVe dks lgh 

:i ls fpfUgr vkSj yscy djuk pkfg;s & vf/

kd tkudkjh ds fy, ‘eky fuekZrk ls ijke’kZ 

djsaA

}} vki [krjukd eky dks lsok ds ekudksa ds 

vuqlkj forj.k djus dk ç;kl dj ldrs gSa] 

ysfdu ,slk djuk laHko ugha Hkh gks ldrk gSA



29

प्रलेखन विशषेज्ञ - परिवहन

fp= 1-3-18 dqN fuf”k) oLrqvksa dh lwph

1-3-12 eSuqvy gSaMfyax

eSuqvy gSaMfyax dh xfrfof/k;ksa dks fdlh O;fä ds }kjk 

mBkus] uhps djus] /kDdk nsus] [khapus] mBkus] idM+us ;k 

fdlh O;fä] tkuoj ;k okLrq dks fu;af=r djus ds fy, 

yxk, x, cy ç;ksx dh vko’;drk gksrh gSA lkekU; 

:i ls] eSuqvy gSaMfyax ‘kCn dh ifjHkk”kk gS fdlh Hkh 

oLrq dks cy dk mi;ksx dj fgykukA eSuqvy gSaMfyax 

ds dk;ksaZ dks ihB dh pksV dk lcls cM+k dkj.k ekuk 

tkrk gSA blfy,] pksV ds tksf[ke dks de djus ds fy, 

eSuqvy gSaMfyax çf’k{k.k] fo’ks”k :i ls ihB dh pksV dks 

de djus ds fy, fn;k tkrk gSA

mfpr eSuqvy gSaMfyax rduhd
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eSuqvy gSaMfyax ds pj.k

pj.k 1 % mBkus dh ;kstuk cuk,aA igpkusa 
fd yksM dks dgk¡ LFkkukarfjr fd;k tkuk 
pkfg, vkSj ;fn miyC/k gks] mfpr gSaMfyax 
midj.kksa dk mi;ksx djsaA ns[ksa fd yksM dks 
vdsys ;k ;fn lgk;rk ds lkFk LFkkukarfjr 
fd;k tk ldrk gSA jkLrs esa dksbZ :dkoV 
uk gksuk lqfuf’pr djsa

pj.k 3 % etcwrh ds lkFk idM+saA bLrseky 
djus okys nLrkuksa ij /;ku nsa] D;ksafd dqN 
nLrkuksa ls idM+us ds fy, vfrfjä cy 
dh vko’;drk gksxhA eSuqvy gSaMfyax dh 
xfrfof/k;ksa ds fy, i‚oj fxzi ds nLrkuksa dk 
bLrseky djus dh lykg nh tkrh gS

pj.k 5 % ;fn yksM ds fy, lVhd fLFkfr 
dh vko’;drk gks] rks mls uhps

pj.k 2 % vius iSjksa esa LFkku j[ksa vkSj 
viuk larqyu lqfuf’pr djsaA Hkkj dks 
vius ‘kjhj ds ikl j[ksaA vius ?kqVuksa 
dks eksM+sa] ihB dks ughaA ihB dks lh/
kh j[ksa

pj.k 4 %>Vds ls vkSj vpkud uk 
mBk,aA /khjs ls mBk,a vkSj yksM ij 
fu;a=.k j[ksaA lkbM esa eqM+us ds fy, 
iSjksa dk mi;ksx djsa] ‘kjhj dks fV~oLV 
uk djsa

pj.k 6 % mrkjsa] fQj okafNr fLFkfr ds 
vuqlkj mls lek;ksftr djsaA mfpr LFkku 
ij j[ksa
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1-3-4 Vª‚fy;ksa vkSj eSuqvy gSaMfyax midj.k ds çdkj

jksy dst

jksy dst ¼bUgsa jksy daVsuj ;k jksy iSysV Hkh dgk tkrk gS½ dks vkerkSj ij os;jgkml] LVksjst vkSj forj.k ds 

fy, bLrseky fd;k tkrk gSA gfì;ksa ls tqM+h ekalisf’k;ksa vkSj vU; pksVksa dk dkj.k gS:

}} yksM fd;s gq, jksy dst dks /kDdk nsuk/[khapuk] fo’ks”k :i ls Åijh <ykuksa] lhf<+;ksa ;k Q’kZ ds vlery 

lrgksa ij;

}} jksy dst dks vlarqfyr gksus ls cpkuk ¼vkSj nc tkus ls pksV yxuk tgk¡ ;g lQy ugha gksrk½;

}} jksy dst dks ckj&ckj yksM vkSj vuyksM djuk;

}} dst dks cka/krs/[kksyrs le; gkFk Ql tkuk;

}} jksy dst vkSj nhokj] okgu ds lkbM ij gkFk ;k ‘kjhj ds fdlh Hkkx dk Ql tkuk;

}} iSjksa dk dSLVj ds uhps Ql tkuk; vkSj

}} y‚jh ls jksy dst ¼tSls fd ihNs/Vsy fy¶V ls½ dk yksfMax/vuyksfMax ds nkSjku fxjus ls Hkh xaHkhj pksV 

dk dkj.k cu ldrk gSA

fp= 1-3-19 Vªkyh

fp= 1-3-20 IysVQkeZ Vªd

Vªkyh

fu;ksäkvksa dks deZpkfj;ksa ds mi;ksx djus ds fy, 

mfpr çdkj ls fMtkbu dh xbZ Vªkyh dk p;u djus 

dh t:jr gSA Vª‚fy;ksa dks lery] ysoy lrgksa ij 

bLrseky djus ds fy, fMtkbu fd;k tkrk gSA <ky 

ij bLrseky djrs le;] Vª‚fy;ksa dk vfu;af=r gksus 

dk tksf[ke jgrk gS] ftlls fd yksxksa dks pksV igq¡p 

ldrh gSA Vª‚fy;ksa dks <ky ij rc rd ugha bLrseky 

fd;k tkuk pkfg;s tc rd ,sls tksf[keksa ds fu;a=.k ds 

fy, lqjf{kr ç.kkyh dks uk viuk;k tk,A fu;ksäk dks 

Vª‚fy;ksa ds mi;ksx]  baLisD’ku flLVe vkSj esaVsusal ds 

fy, eSU;qvy gSaMfyax vkdyu j[kuk pkfg;s

a) IysVQkeZ Vªd
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b) lek;ksT; ÅapkbZ VuZVscy

c) eksckby dUos;j

d) oSD;we cukuk

fp= 1-3-21 lek;ksT; ÅapkbZ VuZVscy

fp= 1-3-22 eksckby dUos;j

fp= 1-3-23 oSD;we cukuk
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vH;kl

1- dksfMax flLVe fdrus çdkj ds gksrs gSa\

2- f’kfiax lanHkZ la[;k fdls dgrs gSa\

3- dwfj;j iphZ ls ,d f’kfiax lanHkZ la[;k dh igpku djsa

4- fiudksM fdls dgrs gSa\

5- ckjdksM fdls dgrs gSa\

uksV~l

lacafèkr fofMvks ns[kus ds fy, D;w vkj dksM dks LdSu djsa vFkok fn;s x, fyad ij fDyd djsa

https://www.youtube.com/watch?v=xZd76YxHDrg 
ynku&i=  

https://www.youtube.com/watch?v=CkjCu2_JTik B/L, 
B/L, AWB, LR & RR और कैसे? विद य्ुत चुनौती

https://www.youtube.com/watch?v=36geQ8AvkNo 
ykWjh jlhn

https://www.youtube.com/watch?v=PMI_b9VaT1c 
ई-चालान
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Documentation Assistant

;wfuV 2-1 & lalkèku nLrkost+ksa esa 'kkfey pj.k 

;wfuV 2-2 & Hkhrj eky dh çfØ;k 

;wfuV 2-3 & vkmVckmaM eky dh çfØ;k

2- nLrkost+ gSaMfyax dh
çfØ;kDocuments

LSC/N1121
(LSC/Q1123)
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eq[; f’k{k.k ifj.kke

bl e‚Mîwy ds var esa vki ;g dj ldsaxs:

1- nLrkost rS;kj djus esa dkSu ls pj.k  'kkfey gSa

2- nLrkost rS;kj djus esa D;k djsa vkSj D;k uk djsa

3- Hkhrj vkus okyk vkSj ckgj tkus okyk eky dh çfØ;k djuk

4- ekinaMksa ij ;kstuk fopkj dj ds xfrfofèk ds le; dk fuèkkZj.k djuk

5- fnu dh ;kstuk cukus ds fy, vko';d tkudkjh ds lzksr dk irk djuk

6- fnu dh  xfrfofèk;ksa dks çkFkfedrk nsuk

7- nLrkostksa dk lgh çdkj dh igpku djus dk f'k{k.k nsuk

8- Hkhrj vkSj vkmVckmaM ifjogu çfØ;k  djus okys pj.kksa dh O;k[;k djuk

9- nLrkostksa vkSj u;s cuk;s tk jgs nLrkostksa dk fujh{k.k djuk
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pj.k: nLrkost cukusdh çfØ;k

pj.k 1 %	vius rkfydk ns[ksa lc 
dqN Bhd gS

pj.k 3 %	le; ds vkèkkj ij 
çkFkfedrk] lalkèku]  
xzkgd vkSj fu.kkZ;d eksM+ 
dh miyCèkrk

pj.k 4 %	çR;sd eky ds fy, 
dkuwuh vko';drkvksa dks  
le>s] çR;sd ekxZ] mRikn

pj.k 2 %	ifjogu çcaèkd ls dk;Z 
çkIr djsa

bdkbZ ds mís’k;

bl bdkbZ ds var esa vki ;g dj ldsaxs:

1- nLrkost rS;kj djus ds fy, vko';d le> ij lgefr

2- 'kkfey fd;s x, çfØ;k ds ckjs esa tkuuk

3- fofHkUu psdfyLV dh vko'drk,a vkSj fjiksfVZax ij fujh{k.k

bdkbZ 2-1 & lalkèku nLrkost+ksa esa 'kkfey dne
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pj.k 5 %	eky vkSj bldh çfØ;kvksa  
	 ds çdkj ds vkèkkj ij 
	 nLrkostksa ds lkFk rS;kj jgsa

pj.k 7 %	l‚¶Vos;j dk ç;ksx djsa  
	 vkSj çys[ku çfØ;k iwjk  
	 djsa

pj.k 9 %	eqíksa dks i;Zos{kd rd  
	 igqapk,a

pj.k 11 %	fjiksVZ rS;kj djsa vkSj  
	 çcaèku ds fy, çLrqr djsa

pj.k 6 %	QkeZ vkSj fujh{k.k psdfyLV  
	 Hkjsa

pj.k 8 %	deZpkfj;ksa dks vuqns'k nsa

pj.k 10 %	tkap lwph dks iwjk djsa  
	 vkSj nLrkost çLrqr djsa

pj.k 12 %	Vhe ds lnL;ksa dks enn  
	 vkSj leFkZu nsa
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2-1-1 laxBukRed lajpuk & fjiksfVZax

CEO

Head Supply 
Chain

Shipping & 
Logis�cs 
Manager

Transporta�on /
Logis�cs 

Supervisor

Documenta�on
Assistant

Warehouse
Manager

Procurement
Materials

Management

Other Heads

,d nLrkost lgk;d ds :i esa] t‚c ;k rks buckmaM 

;k vkmVckmaM ds yknus ij fnu ds 'ksMîwy dh vkèkkj 

ij VªkaliksVZs'ku eSustj ds }kjk nh tk;sxhA  VªkaliksVZs'ku 

eSustj ds ikl buckmaM vkSj vkmVckmaM ynku ds ckjs 

esa LVksjksa vkSj mRiknu ds vuqlkj ;kstuk gksuh pkfg;sA  

muds ikl Vªd ds çdkj vkSj çR;sd yksM fd;s tkus 

okys eky ds lapkyu dh ;kstuk Hkh gksuh pkfg;sA 

fnu dh 'kq#vkr ij] nLrkost lgk;d dks iqjs fnu 

dh vko';drk ds vuqlkj ,d lVhd lwph cuk ysuh 

pkfg;sA 

'kq#vkr ds lkFk] tk¡p fnu esa LVs'kujh dh vko';drk 

ds lkFk 'kq: gksxh] ftlesa isu] isij] fçaVj] dkQh lkjs 

ljdkjh nLrkost vkSj Q‚eZ] l‚¶Vos;j ifjp; i=] 

yksxks] lhy] fdV bR;kfn 'kkfey gSaA  vxj dksbZ lkeku 

xqe gks tkrk gS rks fnu dh 'kq#vkr djus ls igys 

lc phtksa dks lgh LFkku ij j[kuk lqfuf'pr dhft;sA  

Document Assistants 
Checklist

Sta�onary 
Requirements

Health, Risk &
Safety Proceedure

Understanding 
on nature of 

Goods, truck type,
load details, 
des�na�on 

Standard 
Opera�ng 
Proceedure

Government 
Documents & 

forms

Prepare So�ware 

vxj dksbZ leL;k gS rks fnu dh 'kq#vkr djus ls igys 

gy dhft;sA 
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larks"ktud ik;s tkus ij] ifjogu eSustj ls ckr 

dhft;s vkSj eky ds buckmaM vkSj vkmVckmaM dh iwoZ 

;kstuk dh lwph çkIr dhft;s ftldh ml fnu {ks= esa 

igq¡pus dh mEehn gSA  ifjogu eSustj uk dsoy eky 

cfYd eky ds fn;s x;s MkVk dk Hkh voyksdu djsxkA  

;s MkVk nLrkost lgk;d ds fy;s nLrkostksa dks cukus 

esa mi;ksxh gksxkA

MkVk dks ;k rks ;kstuk dh fLFkfr ds forj.k ;k forj.k 

uksV uEcj ;k vkMZj forj.k lwph ;k eky dks ykaMs ds 

uEcj dksM ;k ihvks uEcj ;k yksM vkbZMh tks laxBu 

ij vkèkkfjr gS dgk tk;sxkA  ;g mu tkudkfj;ksa esa ls 

,d gS tgk¡ ls vki 'kq#vkr djrs gSaA 

rc  daI;wVj l‚¶Vosj esa ços'k djus ds fy;s viuk 

y‚xbu vkbZMh vkSj ikloMZ ç;ksx dhft;sA 

,d ckj tc vkius daI;wVj l‚¶Vosj esa ços'k Ø fy;k 

gS]ifjogu eSustj ls vkius tks MkVk ¼forj.k uksV uEcj½ 

çkIr fd;k gS mldks Vkbi dhft;sA ;g flLVe eky 

dks yknus ls lacafèkr lacafèkr tkudkjh dks n'kkZrk gSA 

blesa vkerkSj ij xzkgd dk iwjk uke] lkeku dks yknus 

dk irk] oLrq dk uke] vkbVe dk fooj.k] bldk Hkkj] 

vkbVe dk dksM ¼;fn dksbZ gS rks½ eky ds yknus dk 

rjhdk bR;kfn 'kkfey gksuk pkfg;sA

fp= 2-1-1 ifjogu eSustj vkSj nLrkost lgk;d  

fp= 2-1-2 ;wtjuse vkSj ikloMZ

fp= 2-1-3 eky dks yknus dh lwph

eky ds fnuksa dh lwph ls] buckmaM xfrfofèk;ksa vkSj 

vkmVckmaM xfrfofèk;ksa dh lwph dk caVokjk dhft;sA  

QSDVªh {ks= esa vkus vkSj tkus okys lkeku ds çdkj vkSj 

blds ç;ksx ds vkèkkj ij blds fy, fdl rjg dh 

nLrkostksa dh vko';drk gksxh vkSj fdl rjg ds xUrO; 

dk dks rS;kj fd;k tk;sxk dks le>us dh dksf'k'k 

dhft;sA Hkkj] yEckbZ] pkSM+kbZ] :V vkSj tks Vªd ç;ksx 

fd;k tk;sxk mlds çdkj dks le>saA  çR;sd ifj–'; 

ds vkèkkj ij dksM vkSj psdfyLV vyx&vyx gksxkA  

dksf'k'k dhft;s vkSj nLrkostksa dks ,d iw.kZ fdV ds :i 

esa lajsf[kr dhft;sA

;g fuèkkZfjr dhft;s dh ifjogu dk dkSu&lk lkèku 

ç;ksx fd;k tk;sxk vkSj blds vuqlkj nLrkost 

rS;kj dhft;sA  çR;sd çdkj ds ifjogu dh d+kuwuh 

vko';drk dks lef>;sA
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fp= 2-1-4 ifjogu ds çdkj fp= 2-1-5 प्रलेखन विशेषज्ञ - परिवहन

çkFkfedrk ds vkèkkj ij fnu dk caVokjk dhft;s vkSj 

blds lkFk dke 'kq: dhft;sA  çkFkfedrkvksa dks ;k rks 

xzkgd ds çdkj] lkfj.kh ij vkèkkfjr ;kstuk]'kh?kzrk ds 

vkèkkj ij ;k bejtsalh ds vkèkkj ij ifjHkkf"kr fd;k 

tk ldrk gSA

ifjogu ds çdkj vkSj lkeu ds çdkj ds vkèkkj ij 

nLrkostksa dks rS;kj djuk 'kq# dhft;sA nLrkost 

lgk;d nLrkost ds çR;sd fooj.k ds ços'k ds fy, 

ftEesnkj ugha gSA forh; vkSj fcØh foHkkx ls çkIr 

tkudkjh ds vkèkkj ij]os [kjhn ds vkMZj]buo‚bl]iSfdax 

lwph dh tkap djrs gSa]vkSj nLrkostksa dks rS;kj djuk 

'kq: djrs gSaA çfof"V MkVk dsoy ifjogu mís';ksa ds 

fy, nLrkostksa esa t:jr dh vko';drk ds vuqlkj 

vko';d gksxkA lkeku dk 'kkjhfjd vkSj –';kRed 

fujh{k.k tkudkjh gkfly djus dk ,d vU; dkjd gSA  

dqN fLFkfr;ksa esa] bysDVª‚fud nLrkost cuk;s tkrs gSaA  

bl rjg dh fLFkfr esa] bUVjusV ds Q‚eZ Hkjk vkSj tek 

fd;k tk ldrk gSA  mnkgj.k& VªkaftV ikl dqN jkT;ksa 

¼rfeyukMw½ ds fy;s v‚uykbu ikl çkIr vkSj jlhn dks 

tksM+k tk ldrk gSA

ifjogu ds çdkj vkSj lkeu ds çdkj ds vkèkkj ij 

nLrkostksa dks rS;kj djuk 'kq# dhft;sA nLrkost 

lgk;d nLrkost ds çR;sd fooj.k ds ços'k ds fy, 

ftEesnkj ugha gSA forh; vkSj fcØh foHkkx ls çkIr 

tkudkjh ds vkèkkj ij]os [kjhn ds vkMZj]buo‚bl]iSfdax 

lwph dh tkap djrs gSa]vkSj nLrkostksa dks rS;kj djuk 

'kq: djrs gSaA çfof"V MkVk dsoy ifjogu mís';ksa ds 

fy, nLrkostksa esa t:jr dh vko';drk ds vuqlkj 

vko';d gksxkA lkeku dk 'kkjhfjd vkSj –';kRed 

fujh{k.k tkudkjh gkfly djus dk ,d vU; dkjd gSA  

dqN fLFkfr;ksa esa] bysDVª‚fud nLrkost cuk;s tkrs gSaA  

bl rjg dh fLFkfr esa] bUVjusV ds Q‚eZ Hkjk vkSj tek 

fd;k tk ldrk gSA  mnkgj.k& VªkaftV ikl dqN jkT;ksa 

¼rfeyukMw½ ds fy;s v‚uykbu ikl çkIr vkSj jlhn dks 

tksM+k tk ldrk gSA

le>nkjh ds lkFk fçaV dh tkus okyh dkfi;ksa dh 

la[;k] iSfdax fyLV dh dkfi;ksa] pkyku] xq.kork fjiksVZ] 

vUrjkZT;h; Q‚eZ] Vªdksa dk isfer Q‚eZ] rfUlr ikl vkSj 

vU; fdlh Hkh Q‚eZ ftldh t:jr gks dk fçaV LFkku 

ds vkèkkj ij fudkfy;sA 

çR;sd VªkaliksVZj vkSj eky dks ys tkus okyk nLrkostksa 

ds vyx çk:i vkSj dkfi;ksa ds fy, dg ldrk gSA  

blhfy;s] çR;sd VªkaliksVZs'ku dEifu;ksa] laxBuksa ftuds 

lkFk dke djuk gS] dks le>uk vkSj mudh çfØ;k,a 

egRoiw.kZ gSaA 

çR;sd eky ds fy, ,d fdV rS;kj dhft;s] LVkEi] tc 

t:jr gks nLrkostksa dks lhy dhft;s vkSj bldks çR;sd 

pj.k ij Loh—r djokb;sA  xzkgd dh vko';drk ds 

vuqlkj dLVe@ vkjVhvks psd iksLV@ VSDl v‚fMV@

fujh{k.k ds fy;s fofHkUu rjg dh fdV ds lsV rS;kj 

dhft;sA 
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nLrkostksa dks eky dks yknus dh lwph ds vuqlkj rS;kj 

dhft;sA  bldh iqf"V dhft;s vkSj bls Hkfo"; ds fy;s 

lEHkky dj j[ksaA  xUrO; LFkku dk fooj.k Hkh ,d 

vU; egRoiw.kZ {ks= gS tgk¡ ij vfèkd è;ku fn;k tkuk 

pkfg;sA  D;ksafd blds xqe gksus ij ykns x;s lkeku 

dh çfØ;k esa nsjh gks ldrh gS tc ;g jkT;ksa ds chp 

ds c‚MZj dks Ø‚l djsxkA  tSlk dh igyh rkfydk 

fp= 2-1-7 psdfyLV 

fp= 2-1-6 lhy 

esa crk;k x;k gS] çR;sd jkT; ds fy;s] vyx rjg ds 

nLrkostksa dh vko';drk gks ldrh gSA  ftlds  vkèkkj 

ij ,d fdV rS;kj dj ysuh pkfg, vkSj MªkbZoj dks ns 

nsuh pkfg,A  blfy, nLrkost lgk;d dks lkeku dh 

t:jr ds vuqlkj è;ku nsuk pkfg;s dh psd iksLV ij 

fdl rjg ds nLrkost dh vko';drk gksxhA

nLrkostksa dks lEcfUèkr O;fä dks ,d lhy can iSdst 

esa lkSai nsuk pkfg;s] rkfd nLrkostksa dks ys tkrs le; 

os dgha ij uk fxjsA  lqfuf'pr dhft;s dh lEcfUèkr 

MªkbZoj dks lapkj Li"V vkSj le> esa vkus okyk gks rkfd 

og lEcfUèkr vfèkdkfj;ksa ds lkeus lVhd nLrkostksa dks 

çLrqr dj ldsA
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fp= 2-1-8 lhycan iSdst

fp= 2-1-9 fjiksVZ 

fp= 2-1-10: eSustj dks lqpuk nsuk

fnu dh fjiksVZ rS;kj dhft;s vkSj çcaèkdksa ds ikl tek 

dhft;sA

lkSais x;s lHkh dkeksa vkSj lqfuf'pr dhft;s dh vkius 

fnu esa iqjs fd;s x;s dkeksa dk ,d fjd‚MZ cuk fy;k 

gS vkSj bldh fjiksVZ vius ls ofj"B vfèkdkfj;ksa dks ns 

nh gSA

vxj fdlh foQyrk ;k fdlh eqís dk lkeku djuk iM+s] 

vius bapktZ eSustj dks fjiksVZ dhft;sA  ftruh vfèkd 

nsj gksxh mrus vfèkd xEHkhj ifj.kke gksaxsa] blfy;s 

ftruk tYnh gks lds mruk tYnh eSustj dk è;ku 

fnyokus dh dksf'k'k djuk cgqr egRoiw.kZ gSA  
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	 1- � Obtain the delivery Planning Status of consignments scheduled for the day from the 

Transport department.

fp= 2-2-11 forj.k pkVZ

fp= 2-2-12 xsV esa ços'k

;wfuV 2-2 buckmaM eky çfØ;k

;wfuV ds mís'; 

bl ;wfuV ds var esa vki dj ik;saxs 

	 1-	 buckmaM eky çfØ;k ds fy;s vko';d le>nkjh ij lger gksuk

	 2-	 buckmaM v‚ijs'ku ds nkSjku çkIr fofHkUu rjg ds nLrkostksa ds ckjs esa lh[kuk 

	 3-	 nLrkostksa dk fujh{k.k djuk vkSj nLrkostksa dks Loh—fr çnku djuk

	 4-	 eqíksa dk lkeuk djus ds fy;s i=kpkj djuk

;g pkVZ vkidks fnu dh lkfj.kh ds vuqlkj  forj.k djus esa enn djsxkA  ftlds vkèkkj ij L=ksrksa dks fnu ds 

fy;s rS;kj djsaxsA

	 2-	 ,d ckj tc Vªd ços'k djsa rks xsV ij ços'k djus ds nLrkost dks çkIr djsaA

;g pkVZ vkidks fnu dh lkfj.kh ds vuqlkj  forj.k 

djus esa enn djsxkA  ftlds vkèkkj ij L=ksrksa dks fnu 

ds fy;s rS;kj djsaxsA 

,d ckj tc Vªd ços'k djsa rks xsV ij ços'k djus ds 

nLrkost dks çkIr djsaA 
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4- van:uh çQksekZ dks psd djuk

}} çkIr fd;s x;s pkyku ds Luqlkj [kjhn 

vkMZj la[;k dks psd djuk\

    D;k ;g feyrk gS\

    igqapus okyh ek=k dks tk¡puk 

}} D;k vkidks lkeku ,d vPNh fLFkfr esa 

çkIr gqvk gS\

fp= 2-2-13 nLrkostksa dks çkIr djuk 

3- nLrkostksa dks çkIr djuk

LFkkuh; foØsrk

Vªd MªkbZoj ls gkFk@dksfj;j ls

pkyku ¼foØsrk½ xsV ços'k

xsV ços'k iSdst 

iSfdax lwph 

vuqnku@dj Q‚eZ

chek 

vk;kr

eky dks ys tkus okys Q‚eZ dks 
vkxs ys dj tkuk vkSj fDy;j 
djuk  

pkyku

ços'k dk fcy ¼igyk ist vkSj 
vafre ist½

,;jos fcy

ySfMax fcy dh çfr MîwVh pkyku

O;kolkf;d pkyku ços'k dk fcy

iSfdax lwph dLVe d‚ih

chek 

}} D;k vkidks iwjh ek=k esa lkeku çkIr gqvk 
gS\

}} D;k ;g iSdst dLVe ds }kjk [kksyk x;k 
gS\

}} VªkaftV esa dksbZ uqdlku\

}} xq.kork ds vuqlkj Lohdk;Z\

}} lHkh nLrkost buckmaM psdfyLV ds 
vuqlkj çkIr fd;s x;s gSa 

}} D;k lkjs lkeku dks mrkj fy;k x;k gS
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fp= 2-2-14 fjd‚MZ 

5- Process Goods Received Note (GRN)

This record is an official confirmation that the goods have been received. Once this 

confirmation is made, it is sent to the finance 

department to proceed with payment. 

çkIr fd;s x;s eky dk vxj dksbZ eqík gS rks bldks 

foØsrk vkSj lkFk gh lkFk forh; vkSj Øsrk foHkkx ds 

lkFk 'ks;j dj ysuk pkfg;sA 

thvkj,u dh çfØ;k ds fujh{k.k ds nkSjku pkfg;s dh

}} foØsrk dk uke vkSj irk

}} dEiuh ds }kjk tkjh fd;s x;s vkSj 

lIyk;j ds pkyku dks [kjhnuk

}} ikVZ uEcj] bldh la[;k vkSj dher

6- lEcfUèkr foHkkx ls gLrk{kj ds lkFk çkIr fd;s x;s

lkeku ij çkIr gksus ij Vªd dks Loh—fr çnku

djds NksM+ nsuk pkfg;sA

7- thvkj,u ds lkFk çkIr lHkh nLrkostksa dks forh;

foHkkx ds lkeus çLrqr djukA

8- tkjh fd;s x;s thvkj,u ij fjiksVZ rS;kj dhft;s]

buckmaM ds nkSjku xq.kork eqís dk lkeuk djuk

vkSj cps gq, eqíksa dh fLFkfr dks tkuukA

vkerkSj ij lkeus vkus okys eqís

}} vHkko

}} vfèkdrk

}} [kjkch 

}} xyr eky

9- xyr eky dk Q‚eZ] Dyse Q‚eZ] lkeku dks cnyus

ds Q‚eZ dks çkIr djuk vkSj foØsrk ds lEcfUèkr

O;fä ls bl çfØ;k ds fy, 'ks;j djsaA

10- VªkaliksVZ eSustj dks bu eqíksa vkSj buds lekiu ij

bZesy ds }kjk lwfpr djuk

11- VuZvjkmaM ¼Vh,Vh½ Vkbe dks cuk;s j[kuk

}} vkerkSj ij] çR;sd eky dk mRiknu de 

ls de le; esa gksuk pkfg, ;k LVksj 

ij de ls de ,d fnu esa igqap tkuk 

pkfg;sA 

}} xyrh gksus dh n'kk esa çHkko'kkyh rjhds 

ls lapkj dhft;s

}} le; esa nsjh] nLrkostksa vkSj eqíksa dks 

lef>;s] fo'ys"k.k dhft;s vkSj ekfi;sA 
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uksV~l

vH;kl

1- thvkj,u D;k gS\

2- fnu ds fy;s vkoafVr buckmaM eky dks ikus ds dkSu&ls rjhds gSa\

3- thvkj,u ij gLrk{kj djus ls igys D;k fujh{k.k fd;k tkuk pkfg,\

4- fnu ds lekIr gksus ij] nLrkostksa dks fdlds ikl tek fd;s tkus pkfg;s\
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fp= 2-3-15 eky dks yknus ds çdkj

xzkgd dh t:jrksa dks le>uk vkSj ;g lqfuf'pr djuk 

dh] ftl pht dh vko';drk gS mlh dk 

forj.k djukA  jkgdksa dh vko';drkvksa dks 

iwjk djuk  fdlh Hkh O;olk; ds fy, egRoiw.

kZ gSA dksbZ Hkh Q‚eZsV ;k çfØ;k];fn xzkgd 

fdlh laxBu ij vey djus dks dgrk gS] ml 

ij vey fd;k tkuk pkfg;sA  ,d nLrkost 

lgk;d ds :i esa] nLrkostksa dks mlh rjg ds 

çk:i esa cukb;s ftl çk:i esa cukus ds fy;s 

xzkgd us dgk gSA  çR;sd xzkgd vyx gS vkSj 

mudh vko';drk,a vkSj fuosnu Hkh vyx gh 

gksaxsA 

1- Hkhrjh lsy foHkkx ls fnu esa forj.k gksus okys

lkeku dh lwph yhft;sA

2- eky dks yknus ds uEcj vkSj rjhds dks

igpkfu;s] ;g ;k rks

}} LFkkuh; ifjogu

i	 v‚Vks

ii	Vªd

iii	daVsuj

;wfuV 2-3 vkmVckmaM eky çfØ;k

;wfuV ds mís'; 

bl ;wfuV ds var esa vki dj ik;saxs 

1- vkmVckmaM eky dh çfØ;k dh vko';drk ij lger gksuk

2- vkmVckmaM v‚ijs'ku ds nkSjku ç;ksx fd;s tkus okys fofHkUu nLrkostksa dks rS;kj djus ds ckjs esa
lh[kuk

3- nLrkostksa dk fujh{k.k djuk vkSj nLrkostksa dks rS;kj djuk vkSj ;g lh[kuk dh nLrkostksa dks
fdl çdkj ls rS;kj fd;k tk,

4- lkeus vkus eqíksa ij i=kpkj djuk

}} vUrjkZT;h; ifjogu

i	 Vªd

ii 	daVsuj

}} dwfj;j 

}} fu;kZr 
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yksdy ifjogu vUrjkZT;h; ifjogu

iSfdax lwph iSfdax lwph

O;olkf;d pkyku O;olkf;d pkyku

VSDl Q‚eZ  ¼forh; foHkkx ds }kjk tkjh½

VªkaftV ikl Q‚eZ

vuqnku Q‚eZ

dksfj;j fu;kZr

iSfdax lwph
O;kolkf;d pkyku  ¼vkbZbZ ds lkFk  

[vk;kr@fu;kZr] dksM ½

O;kolkf;d pkyku
vkbZ,uvkj vkSj ;w,lMh esa pkyku  ¼tgka Hkh 

ykxw gks½

?kks"k.kki= iSfdax lwph

VSDl Q‚eZ ¼forh; foHkkx ds }kjk tkjh½

ARE Q‚eZ   ¼mRiknu dj ;qä lkeku dks 

gVkus ds fy;s vkosnu½ ;fn vko';drk gks 

rks

,;jos fcy dks çkIr djuk ykblsal nLrkostksa dk fu;kZr

mRifÙk ds çek.k i=

[krukd oLrqvksa ds lfVZfQdsV

fujh{k.k lfVZfQdsV

3- vko';d Hkhrjh nLrkostksa dks bdëk dhft;s

}} yksftfLVDl foHkkx ls iSfdax lwph dks bdëk dhft;s

}} forh; foHkkx ls pkyku Q‚eZ dks bdëk dhft;s ¼gLrk{kj vkSj lhy ds lkFk½

}} ,vkjbZ Q‚eZ] fu;kZr ds ekeys esa

4- nLrkost rS;kj djuk

fp= 2-3-16 ,yvkj d‚ih 

5- ykjh@Vªd dk ;g fujh{k.k djuk dh muds

ikl orZeku dk vkSj oSèk jksM ijfeV vkSj

muds ikl xUrO; LFky rd igqapus dh vkKk

gS ;k ughaA

6- ykjh MªkbZoj ls ykjh dh jlhn ¼,yvkj½ dks

bdëk dhft;s] lkeku tks Vªd@ykjh esa yknk

Kkrk mldh  iqf"V ds :i esaA  dkfi;ksa dh

la[;k ¾ 5 dkfi;k¡
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fp= 2-3-17 VªSfdax flLVe 

bldks eky dk uksV Hkh dgk tkrk gSA 

7- VªSfdax flLVe dks ,yvkj uEcj ds lkFk viMsV

djrs jgsa rkfd xzkgd dks eky dh fLFkfr ds

ckjs esa tkudkjh feyrh jgsA

8	 ;g psd dhft;s dh D;k yksM dks vkil esa 

bdëk fd;k tk ldrk gSA  xUrO; LFky ds 

vkèkkj ij] ;fn nqljs xzkgdksa ds vkMZj ds lkFk 

feyk;k tk ldrk gS] Vªd dh {kerk dk ç;ksx 

fd;k tk ldrk gSA  ges'kk Vªd dh {kerk 

dks feyk;s vkSj bldk iwjk mi;ksx djsaA  de 

Hkjk gqvk Vªd ¼,yVh,y½ T;knk egaxk iM+rk 

gS T;knk Hkjs gq, Vªd dh ctk; ¼,QVh,y½A 

9- vkmVckmaM psdfyLV ds lkFk nLrkostksa dks

feyk,a] vkSj ;g psd djsa dh D;k pkyku esa nh

x;h oLrqvksa dks gh yksM fd;k x;k gSA

10- MªkbZoj ls ckr dhft;s bl ckjs esa

}} eky

}} liksVZ djus okys nLrkostksa dks j[kuk

}} ,d LFkku ls nqljs LFkku rd igqapus dk

xUrO; 

}} ifjogu fu;e

}} b&psd iksLV ij dh tkus okyh 

vkSipkfjdrk,¡

}} ;k=k ds nkSjku dS'k dh vko';drk

11- MªkbZoj ls lkeku dks yksM fd;s tkus okys

vkSj nLrkostksa vkSj dk'k dks çkIr djus okys

nLrkostksa ij gLrk{kj djok ysaA

12- ,evkbZ,l fjiksVZ] eky dks yknus dh fLFkfr

dh fjiksVZ] cps gq, eky dh fjiksVZ rS;kj djuk

13- pkyd ds fy, ykxr 'khV vkSj ;k=k dks

n'kkZus okyh 'khV rS;kj djsa

14- nsjh vkSj eqíksa ds lanHkZ esa ifjogu v‚ijsVj ds

ls ckr djsaA

13- Prepare cost sheets against the driver

and the journey performed

14-  �Follow up with the transport operator

in terms of delays and issues.

Hkhrjh flLVe ls lEcfUèkr viMsV yksM tks fudy pqdk 

gS] xUrO; LFky] vyvkj uEcj ds lkFk xzkgd ds fooj.k 

dks Hkh viMsV djrs jgsaA  
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lkjka'k 

bl ikB esa] nLrkostksa dks lEHkkyus dh çfØ;k dk pj.kkuqlkj o.kZu fd;k x;k gSA  nLrkosthdj.k 
dh bl çfØ;k esa eky ds buckmaM vkSj vkmVckmaM dk o.kZu fd;k x;k gSA  buckmaM vkSj 
vkmVckmaM dh xfrfofèk;ksa ds çR;sd pj.k dh çfØ;k vkSj rjhdk dk o.kZu fd;k x;k gSA 

çk;kSfxd

1- buckmaM vkSj vkmVckmaM Vªd dh çfØ;k ds fy, ,d fLFkfr cukb;s vkSj nLrkostksa dk
fujh{k.k djsaA

uksV~l

vH;kl

1- thvkj,u D;k gS\

2- buckmaM eky dks ikus ds os dkSu ls rjhds gS tks mlh fnu ds fy, fuèkkZfjr fd;s x;s Fks\

3- thvkj,u ij gLrk{kj djus ls igys D;k fujh{k.k fd;k tkuk pkfg;s\

4- fnu dh lekfIr ij nLrkost fdlds ikl tek djokus pkfg;s\
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Documentation Assistant

LSC/N1122
(LSC/Q1123)

;wfuV 3-1 & fujh{k.k ds nkSjku leFkZu

;wfuV 3-2 & fjiksfVZax vkSj eky dh VªSfdax

3- nLrkost+ cu tkus ds
ckn dh çfØ;k,¡
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eq[; f’k{k.k ifj.kke

bl e‚Mîwy ds var esa vki ;g dj ldsaxs:

	 1-	 okgu fujh{k.k ds nkSjku fLFkfr;ksa dks fdl çdkj laHkkyuk gS] bls le>us esa 

	 2-	 fjiksfVZax çfØ;k le>kus esa 

	 3-	 çsf"kr eky dh VªSfdax dh tkudkjh 

	 4-	 tksf[ke fLFkfr;ksa ls fuiVus dh çfØ;k dk ewY;kadu

	 5-	 tkap pkSdh ij okgu fujh{k.k ds nkSjku vko';d leFkZu ds çdkj dh O;k[;k

	 6-	 okgu vkanksyu ds nkSjku vko';d eq[; nLrkostksa vkSj lgk;d nLrkostksa ds chp Hksn

	 7-	 pkyd dks lgk;rk dh vko';drk iM+us ij fLFkfr;ksa dh O;k[;k

	 8-	 okgu dh v‚u ykbu vkSj v‚Q ykbu VªSfdax ds rjhdksa dh O;k[;k 

	 9-	 fjiksfVZax fLFkfr;ksa vkSj c<+ksrjh dh fLFkfr;ksa dh O;k[;k 

	 10-	 okgu vkanksyu ds nkSjku 'kkfey fofHkUu tksf[ke dkjdksa dh O;k[;k
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tc okgu ekxZ ij gksrs gSa vkSj mUgsa fujh{k.k ds fy, 

jksd fy;k tkrk gS] rks Mªkboj dks le> ugha vkrk fd 

og D;k djsA

tc tkap pkSdh ij Mªkboj ls lkeku ;k nLrkostksa ds 

ckjs esa tkudkjh ekaxh tkrh gS] rks os bl ckr ls iwjh 

rjg vufHkK gksrs gSa fd D;k fd;k tk;sA

lHkh nLrkostksa dh tkap djsa vkSj le>sa fd D;k nLrkost+ 

ds çfriknu esa dksbZ ijs'kkuh gS] ;fn ,slk gS rks bldk 

dkj.k le>us vkSj mls gy djus dk ç;kl djsaA

pkyd ds vuqjksèk dk leFkZu çys[khdj.k lgk;d ds 

lcls egRoiw.kZ dkeksa esa ls ,d gSA 

}} vxj vfèkdkjh ;k iqfyldeÊ tk¡p ds od+~r 

çys[khdj.k lacaèkh dksbZ ç'u djrs gSa] rks 

pkyd dh Qksu d‚y dks è;ku ls lqusa

fp= 3-3-1 fujh{k.k 

bdkbZ ds mís’k;

bl bdkbZ ds var esa vki ;g dj ldsaxs:

	 1-	 fujh{k.k ds le; fLFkfr;ksa dks dSls laHkkyk tk,] bl ckr dh O;k[;k

	 2-	 v‚Q+ykbu pkydksa dh enn djuk 

	 3-	 leFkZu nLrkost is'k djuk 

	 4-	 okgu xfrfofèk;ksa dk o.kZu 

;wfuV 3-1 &	fujh{k.k ds nkSjku leFkZu 
	 ;wfuV ds mís';

}} leL;k dks foLrkj ls le>sa 

}} pkyd dks le>k;sa fd bl fLFkfr dks dSls 

laHkkyk tk,  

		  i-	 pkyd dks crk,a fd fdl çdkj ds  

	 ç'uksa ds rgr dkSu ls nLrkost+ is'k  

	 djs 

	 	 ii-	 çkfèkdkjh dh ekax ds vuqlkj nLrkost+ 

	 mls çnku djus esa enn djsa 

}} vxj pkyd blesa foQy jgrk gS] rks Qksu ij 

vfèkdkjh ds lkFk ckr djus dh dksf'k'k djsa 

vkSj çsf"kr eky vkSj vU; lacafèkr lokyksa ds 

ckjs esa mls foLrkj ls le>k,a 

}} ;fn vko';d gks rks eqís dks çcaèkd rd ys 

tk,¡ 
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ç.kkyh dks v|ru djsa vkSj çsf"kr eky ds vkèkkj ij 

fjiksVZ rS;kj djsaA fdl çdkj dh fjiksVZsa çR;sd pj.k esa 

çLrqr dh tkuh pkfg;sa] bldk lanHkZ uhps fn;k x;k gSA

}} varxkZeh  

		  i	 thvkj,u 

		  ii	 foØsrk dks tkudkjh nsuk 

}} cfgxkZeh 

		  i	 ,yvkj@thlh la[;k 

		  ii 	 VªSfdax ç.kkyh esa ,yvkj dk fooj.k ntZ  

		  djuk 

		  iii-	 çsf"kr eky dk fooj.k xzkgd dks nsuk 

		  iv 	 fjiksVZ rS;kj djuk 

}} varxkZeh 

		  i	 jkst+ dk thvkj,u  MsVk

		  ii	 foÙk foHkkx esa nkf[ky nLrkost 

		  iii	 thvkj,u dh fLFkfr

		  iv	 leL;kvksa dh fjiksVZ ¼deh] vfèkdrk vkSj  

		  uqdlku½ 

;wfuV 3-2 & fjiksfVZax vkSj çsf"kr eky dh VªSfdax

;wfuV ds mís'; 

bl ;wfuV ds var esa vki dj ik;saxs 

	 1-	 vkmVckmaM eky dh çfØ;k dh vko';drk ij lger gksuk 

	 2-	 vkmVckmaM v‚ijs'ku ds nkSjku ç;ksx fd;s tkus okys fofHkUu nLrkostksa dks rS;kj djus ds ckjs esa 
	 lh[kuk

	 3-	 nLrkostksa dk fujh{k.k djuk vkSj nLrkostksa dks rS;kj djuk vkSj ;g lh[kuk dh nLrkostksa dks 
	 fdl çdkj ls rS;kj fd;k tk,

	 4-	 lkeus vkus eqíksa ij i=kpkj djuk

}} cfgxkZeh 

		  i	 ,evkbZ,l

		  ii 	 ukSogu fLFkfr

		  iii	 yafcr ukSogu fjiksVZ

		  iv	 eqís

}} nSfud fjiksVZ

		  i	 tu'kfä vkSj vuqifLFkfr

		  ii	 fu"ikfnr dk;Z vkSj le; ij mudh fjiksVZ

		  iii	 çn'kZu fjiksVZ

		  iv	  Vh,Vh fjiksVZ

		  v	 çkIr fd;s x, y{; vkSj iwjs fd;s tk pqds  

		  y{;ksa dh fjiksVZ

vko';drkvksa ds vkèkkj ij] fjiksfVZax dks lkèkkj.k ;k 

foLr`r cuk;k tkuk pkfg,A vke rkSj ij] çcaèku ds 

lkFk lk>k dh tkus okyh fjiksVZ ljy gksuh pkfg, vkSj 

bls lkjf.k;ksa o ys[kkfp=ksa }kjk çnf'kZr fd;k tkuk 

pkfg,A

fdlh fof'k"V leL;k ds fy, fjiksfVZax djrs gq,] fjiksVZ 

vfèkd foLr`r gksuh pkfg,A
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3-2-1 gkfu vkSj {kfr ds fy, çfØ;k

ifjogu ds nkSjku vkus okyh vke leL;k;sa gSa & gkfu 

vkSj eky dks {kfrA gkfu ?kfV;k iSfdax] ynku vkSj 

mrjkbZ ds nkSjku ykijokgh] pksjh vkfn dh otg ls 

gks ldrh gSA {kfr ikjxeu ds nkSjku eky dh mi;qä 

ns[kHkky u gksus ds dkj.k gksrh gSA

varxZeu vkSj cfgxZeu ds nkSjku gq, uqdlku vkSj {kfr 

ls fuiVus dh gj laxBu dh ,d çfØ;k gksrh gSA laxBu 

dh uhfr] ftlds }kjk vkidks bu eqíksa ls fuiVuk gS] dks 

Hkyh çdkj le> ysaA

varxZeu ds nkSjku lkeku dh Bhd ls fxurh djsa vkSj 

fp= 3-3-2 lkjf.k;k¡ o ys[kkfp= 

lkjh {kfr;ksa dk voyksdu djds mls uksV dj ysaA

gkfu vkSj {kfr ds ckjs esa vkiwfrZdrkZ ls ckr djsaA jlhn 

dh ,d çfr vius ikl j[ksa vkSj okLrfod vkiwfrZ dh 

ek=k dh lwpuk HkaMkj vkSj foÙk foHkkx ds lkFk lk>k 

djsaA

dkj.kksa dh fjiksVZ djsa vkSj {kfr ds dkj.k dh tk¡p djsaA 

eqíksa ds lekèkku ds fy;s laLFkkxr çfØ;kvksa dk ikyu 

djsaA

çHkkjh çcaèkd vkSj çcaèku dks rqjar lwfpr djsa vkSj 

muls e'kojk djsaA eqíksa ds bfrgkl dk ys[kk j[ksa vkSj 

ewY;kadu djsaA
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3-2-2 dUlkbuesaV dh VªSfdax dks le>uk

tSls gh vkSj tc dUlkbuesaV lIykbZ pkSu esa vkrk gS] 

iSdst dks gj ,d yksds’ku ij LdSu fd;k tkrk gS | 

gj ,d LdSu ds lkFk] ml yksds’ku ij dUlkbuesaV 

dk LVsVl flLVe ij viMsV dj fn;k tkrk gS vkSj 

fp= 3-3-4 fLFkfr dks tkuuk 

fp= 3-3-3 ckjdksM dks LdSu djuk 

uhps nh x;k fp= dUlkbuesaV ds ewoesaV esa gj ,d LVsi ij VªSfdax fjd‚MZ dk gS |

blls VªSfdax vklku gks tkrh gS | tc ,;j&os fcy 

uacj flLVe esa Mkyk tkrk gS] flLVe dUlkbuesaV dh 

yksds’ku crk nsrk gS 

uhps ,d ckjdksM LdSuj dk fp= gS tks yksds’ku ij 

ckjdksM vkSj f’kiesaV LVsVl dks LdSu djrk gS
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3-2-3 gkfu vkSj Nfr ds fy, çfØ;k

ifjogu ds nkSjku gkfu vkSj Nfr dh leL;k dk lkeuk 

lkekU;r: djuk iM+sxk| gkfu [kjkc iSfdax] lkeku dks 

ynkbZ o eky mrjkbZ ds le; ykijokgh] pksjh vFkok 

lkeku dks xyr txg j[kus dh  otg ls gks ldrk 

gS| ifjogu ds le; lkeku dks ykijokgh ls idM+us 

dh otg ls Hkh Nfr gks ldrh gS

gj vkSxsZukbts’ku esa vkxkeh vkSj fuxkZeh ds od~r gkfu 

vkSj Nfr dks l¡Hkkyus dh ,d çfØ;k gksrh gS|ekeyksa 

dks l¡Hkkyus ds fy, vkidks vkxsZukbZts’ku dh uhfr dks 

le>uk gksxk|

eky yknrs le;] la[;k fxu ysa vkSj Nfr dks ns[k ysa 

vkSj mldks  fy[k ysa|

fujh{kd dks gkfu vkSj Nfr ds ckjs esa crk nsa|

Nfr ds dkj.kksa dh tk¡p dj ysa vkSj mUgsa c;ku dj nsa| 

krjs dh ifjHkk”kk

krjk oks gS ftlds lkFk ge vkerkSj ij viuh jkst ejkZ dh ftUnxh esa thrs gSa|yksx fujarj bu [krjksa ds vk/kkj 

ij fu.kZ; ys jgs gSa | [krjk fdlh foLr`r ladVtud ?kVuk ds gksus dh laHkkouk vkSj dfBurk dk esy gS|xf.

kr dh ‘kCnkoyh esa][krjs dh xkM+uk djus ds fy, lehdj.k gS:

krjk¾laHkkouk x dfBurk

fp= 3-3-5 tksf[ke çca/ku

ekeyksa dks fuiVkus ds fy, vkSxsZukbts’ku }kjk cuk;s 

fu;eksa dk ikyu djsa|

eSustesaV vkSj eSustj ls laidZ cuk;s j[ksa vkSj rqjar 

lqpuk nsrs

3-2-4	mfpr çksVksd‚y cuk;s j[ksa

gj vkSxsZukbts’ku esa gj xfrfof/k ds fy, ekud çfØ;k 

¼SOP½ gksrh gS| ;gk¡ rd dh fdlh dke dks djus ds 

ljyjkLrs Hkh gks ldrs gSa ysfdu ;s cgwr t##bZ gS 

fd ge ml ekud çfØ;kvksa dk ikyu djsa| bl  

çfØ;k ls HkVdko ugha gksuk pkfg,| blfy,] çfd;k 

ds SOP dks ges’kk le>uk pkfg,| eky mrkjus vkSj  

yknus ds fy, vyx vyx SOP gksrs gSa| SOP ds vk/kkj 

ij eky dks l¡Hkkyus vyx rjhds gksrs gSa| eky dks 

l¡Hkkyus ds rjhds] vkSxsZukbts’ku ds rjhdksa ds lkFk esy 

[kkuk pkfg,

ftlesa lEHkkouk ,d  ?kVuk gS tks ,d foLr`r vof/k vkSj foLr`r ifjfLFkfr esa laHkor% ?kfVr gksrh gS|dfBukbZ ml 

?kVuk dk  ,d ifj.kke gS tSls yksxksa dh rfc;r vkSj vkdfLed pksV dh dfBukbZ ]laifÙk dk uqdlku ]i;kZoj.k 

esa uqdlku vkSj ml ?kVuk ls gksus okys gj rRo dk laxBu gS
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3-2-5 tksf[ke çca/ku

gj dke esa [krjk ‘kkfey gksrk gS vkSj blfy,  

t:jh gS fd [krjs dh dfBukbZ dks le>k tk;s  

|dqN Hkwy cgqr xaHkhj gksrh gSa vkSj muls Hkkjh uqdlku 

gksrk gS

fMyhojh çca/kd ds ukrs] [krjk ,d dkuwuh vuqefr ds 

lEca/k esa gksxk|ftldk urhtk ,d vnkyrh eqBHksM+ tks 

cnydj iath—r eqdnek gksrk gS|;s uk flQZ O;kikj 

dks uqdlku igq¡pkrk gS cfYd xzkgd dh utj esa Hkh 

xyr Nki NksM+rk gS ftlls O;kikj dks iwjh rjg cckZn 

dj ldrk gS

gj laLFkk }kjk dqN vkns’kksa dks gj çdkj ds [krjksa dks 

l¡Hkkyus ds fy, iwoZ&ifjHkkf”kr fd;k tkrk gS vkSj  

lHkh ekeyksa dks l¡Hkkyus ds fy, ekuuh; dk;Zfof/k Hkh 

vf/kdrj cukbZ tkrh gS|Mkd fMyhojh çca/kd dks lkjh 

çfØ;k,¡ vkSj dke djus ds lkjs funsZ’kksa dks gj [krjs dks  

lh[kuk pkfg, ftlls [krjs ds gksus dh lHkh vk’kadk,a 

fp= 3-3-6 çca/kd dks v|ru djuk 

[kre gks tk,a

[krjs dh fdlh Hkh fLFkfr esa]lkjh tkudkjh mPp 

O;oLFkkiu dks Hkst nsuh pkfg,

Mkd v/;{k/eSustj dks voxr djuk tSls vkSj tc 

leL;k mRiUu gbZ

}} foyafcr Msfyosfj;ksa dh lwpuk

}} Vªd }kjk jkLrs esa vk;h fnDdrsa

}} vlQy fMyhojh

}} dkuwuh nLrkost ls tqM+s ekeys

}} gkfu] pksjh] uqdlku] deh vkSj vf/kdrk ds 

}} ekeys

}} fdlh Hkh ?kVuk vkSj ml ij gksus okyh  

çfrfØ;k ds gksus ds lkjs dkj.kksa dks lax`fgr djuk 

tks jkst ejkZ ds fØ;kdykiksa esa iafäc) ugha gksrs 

gSa|
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3-2-6 lqijokbtj ds lkFk lEcU/k

vkidh ftUnxh esa vR;f/kd egRodka{kh vkSj d”Vçn çca/kd dh otg ls ncko Mkyus okys çHkko dks de djus 

ds fy, ;gk¡ dqN çLrkfor rjhds çLrqr gSa

vkids ekfyd ls vkidk fj’rk cgqr rjhdksa esa vkids 

thoulkFkh ;k fdlh vkSj egRoiw.kZ O;fä ls fj’rs ds 

tSlk gS& çR;sd O;fä ,d nqljs ij çksRlkgu] ekxZn’kZu 

vkSj lgkjs ds fy, fuHkZj gS|vki dkQh le; ,d lkFk 

fcrkrs gSa] çfrfnu laHkor% dqN lky Hkh| vkSj lcls 

t#jh] vki ,d nwljs ds vafre lkgl rd dke dj 

ldrs gSa

ij tSls fd fookfgr thou esa vki [kqn dks csgrj ;k 

cnrj cukus ds fy, ml fj’rs esa thrs gks|lkSHkkX;o’k]

vki rjhdksa dks viuk ldrs gSa ftuls phtsa csgrj 

T;knk gksa

j‚tj fÝV~t vkus okyh fdrkc] ÞThe Power of a 

Positive Attitude: Discovering the Key 

fp= 3-3-7 i;Zos{kd ds lkFk dk;Z djuk

fp= 3-3-8 i;Zos{kd

to Successß esa fy[krs gSa fd vkidh ukSdjh larqf”V vkSj 

[kq’kh] vkidh rjDdh vkSj mUufr esa vkids ekfyd ls 

T;knk xaHkhj dksbZ Hkh ugha gks ldrk gS|oks yksx cgqr 

HkkX;’kkyh gksrs gSa ftudks ,d ,sls  ekfyd ds uhps 

fu;qä fd;k tkrk gS tks ,d vPNs ekxZn’kZd] f’k{kd 

vkSj mins’kd gksrs gSa tcfd vkSj muds fy, dke dj 

ldrs gSa ftuesa ,sls dksbZ xq.k ugha gSa|dkSu vkidks 

fujh{kd bl ckr ls dksbZ QdZ ugha iM+rk] vki ml 

lcdks vius ekfyd ds mís’;] QS’ku vkSj de djus 

dh vknrksa dks tkapdj vkSj muds fglkc ls vius py 

pyu dks cnydj dj ldrs gSa

fÝV~t dh fdrkc ls ;gk¡ dqN ewy rjhds gSa tks vkidks 

vkids fujh{kd ls csgrj <ax ls O;Ogkj djus esa enn 

djsaxs

3-2-6-1 ;g djuk pkfg,

}} mudk mnkgj.k ysa tks vkids ekfyd ds lkFk csgrj 

dke dj ikrs gSa|vkf[kjdkj vkids ekfyd ds lkFk 

de djus dk rjhdk oks lh[k pqds gSa| muls lh[kus 

dh dksf’k’k djsa vkSj muds mnkgj.k dk ikyu djsa|

}} /;ku nsa fd vkids fujh{kd ls vkids detksj fj’rs 

ds fy, vkidh iwjh rjg ftEesnkj ugha gSa|;kn jgs 

dh fdlh Hkh fj’rs dks lQy cukcs ds fy, nksuksa dks 

dksf’k’k djuh gksrh gS|vkSj tc vki vius ekfyd ds 
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fp= 3-3-9 u djsa

LokHkko dks ugha cny ldrs gSa]vki cl vius O;Ogkj 

dks cny ldrs gSa] rks vk’kkoknh ifj.kkeksa dks ykus 

ds fy, ftEesnkjh ysa vkSj dke djsa

}} vius ekfyd dh ukSdjh dks vklku djus dh dksf’k’k 

djsa mu dkeksa dh ftEesnkfj;ksa dks djus dk çLrko 

j[kdj tks oks djuk ilan ugha djrs |

}} vius ekfyd ds ekufld ifjorZuksa dk /;ku j[ksa|xkSj 

djsa fd fnu ds fdl le; ij vkSj g¶rs ds fdl 

fnu oks lcls ykHkkRed ekufld fLrfFk esa gksrs gSa|

3-2-6-2 ;g ugha djuk pkfg,

}} vius ekfyd dh vkKk ij cgl uk djsa Hkys gh ml ,d fLrfFk esa vki muds QSlys ls vlger gksa |

}} vius ekfyd dks t#j crk,a dh muds crkZo 

ls vki dSlk eglwl djrs gSa|viuh Hkkouk;ksa  

dks dHkh ugha fNik,a|muds ‘kkar gksus dk  

bartkj djsa rkfd vkidh Hkkouk;ksa ds ckjs esa ckrphr 

gks]fQj ‘kkafr ls ckr djsa vkSj vdsys esa gh ckr djsa|

}} viuh çxfr ij /;ku nsa|vxj vkidks oks lQyrk 

ugha fey jgh gS tks vi pkgrs gSa rks fQj ls 

vius fujh{kj ls vius lEcU/k dh tkap djsa vkSj  

t#jr iM+us ij vkSj rjhds Hkh viuk,a|lcj 

j[ksa|lc dqN ,d lkFk gks tkus dh mEehn u djsa|

}} vkykspuk dks ,d O;fäxr geys ds :i esa u ysaA 

vxj ekfyd dk O;ogkj vlguh; Hkh gks] rks Hkh ;g 

vkykspuk vkidks vius dk;Z dks vkSj vfèkd dq'ky 

o çHkkoh cukus esa vo'; enn djsxhA

}} tgk¡ vko';d u gks] ,slh fLFkfr esa Hkh ekfyd dh 

eatwjh dk bart+kj djrs jgdj [kqn dks vkykspuk dk 

ik= u cuk;saA dqN dkeksa dks igys dj ysa] vkSj ckn 

esa mls muds ckjs esa crk;saA

}} mldh ihB ihNs ckrsa djds vius ekfyd dks cnuke 

u djsaA oQknkj cusa!

}} tc rd cgqr vko';d u gks] tSls dksbZ vkikrdkyhu 

;k ladV dh fLFkfr] ekfyd ds flj ij lokj u 

gksaA deku dh J`a[kyk dk mYya?ku yxHkx ges'kk 

leL;kvksa ds gy dk dkj.k cuus ds ctk; leL;k,¡ 

iSnk djrk gSA

}} vkSj lc ls c<+dj] vius vkRe lEeku dks u [kks,aA 

vxj vkidh eqdkcys dh j.kuhfr ukdke jgrh gS 

vkSj LFkkukarj.k vlaHko gS] rks vius vkRelEeku dh 

j{kk ds fy, ;FkklaHko ç;kl djsa] fQj pkgs bldk 

vFkZ u;k dke vkSj u;k ekfyd <wa<uk gh D;ksa u gksA
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oks nwljksa ds fy, ,d Mj cu tkrs gSa|rks ;s vkØked 

ds vge~  ij çgkj djus esa enn djrk gS|gekjh tkap 

esa geus ns[kk fd vxj ukSdj ekfyd dks vkHkkj O;ä 

djrk gS rks ;s vlj [kre dj nsrk gS|;gk¡ rd fd 

,d NksVk lk Hkko tSls ,d bZesy Þenn djus ds fy, 

cgqr cgqr ‘kqfØ;k Þ;k fQj bUlku dh rkjhQ djuk  

ml ckr ij ftls vki lp esaljgkrs gSa ennxkjh gks 

ldrk

/;ku j[ksa fd vki D;k dj jgs gSa:bu ifjfLFkfr;ksa esa 

Hkh vkRefo’ys”k.k djuk t:jh gS|oqMo‚MZ dgrs gSa Þoks 

bUlku eq[kZ gS Þ;g dguk cgqr vklku gS|dnkfpr vki 

,d vR;f/kd çfrLi/kkZRed lH;rk ;k oks tks f’k”Vrk 

dks çkFkfedrk ugha nsrk esa dke djrs gSa|fopkj djsa fd 

‘kk;n vki muds O;Ogkj dks xyr le> jgs gSa ;k vki 

T;knk gh  çfrfØ;k dj jgs gSa ;k fd vkius vutkus 

esa ml ijs’kkuh dks lgkjk fn;k gS|D;k vkius fdlh Hkh 

otg ls ml bUlku dks Mjkus esa ;k vkidks fo’okl?kkrh 

le>us ds fy, ekSdk fn;k gS|vius O;Ogkj dks vkaduk 

3-2-7 erych  lgdehZ ds lkFk O;Ogkj

vxj ,d lgdehZ vkils cqjk O;Ogkj djrk gS rks mldks 

tokc nsuk dkQh eqf’dy gks tkrk gS|cgqr yksx lkeus 

okys ds xqLls ds ‘kkar gksus rd pqi jgrs gSa|tcfd vkSj 

okil yM+us yxrs gSa|tc vkidk lgHkkxh vkils uhp 

crkZo djrk gS rks vkf[kj dSls vki dSls ml ifjfLFkfr 

dks cny ldrs gSa\vkSj vxj crkZo cnyus dh ctk;s 

vkSj cnrj gks  tk;s]dSls irk djsa fd vki ,d >xMkyw 

bUlku ls O;Ogkj dj jgs gks\

fo'ks"kK D;k dgrs gSa%  ^*tc dke ij cqjs O;ogkj 

dh ckr vkrh gS] rks bldk {ks= cgqr O;kid gS] ,d 

Nksj ij iDds xqaMs Vkbi ds yksxksa ls ysdj nwljs Nksj 

ij flQZ t+cku ds dMos yksxksa rd**] ,pchvkj ds gky 

ds osfcukj Þnq"V] ew[kZ o vU; f[k>kus okys yksx%   ,sls 

yksxksa dks igpkusa vkSj fujLr djsaß ds estcku vkSj 

dk;Zdkjh dksp fe'ksy oqMoMZ dgrs gSa %  vkidk buesa 

ls fdl Nksj ds yksxksa ls ikyk iM+k gS] ;g rc rd irk 

ugha yx ldrk] tc rd vki okLro esa muls O;ogkj 

ugha djrsA ;fn ;g ,d nknk gS] rks ,sls O;fä dks cny 

ikuk dkQh eqf'dy gks ldrk gS & vxj vlaHko u Hkh 

gks rks & Þn¶rj esa nknkfxjhß laLFkku ds laLFkkid vkSj 

Þdke ij nknkfxjhß iqLrd ds ys[kd xSjh useh dgrs gSaA 

ysfdu T;knkrj ekeyksa esa] vki dkjZokbZ dj ldrs gSa 

vkSj & vkidks djuh pkfg,A ^*tku ysa fd vkids ikl 

lekèkku gS] vki 'kfäghu ugha gSa] ^* oqMoMZ dgrs gSaA 

;gk¡ ,d vkØked lg;ksxh ds lkFk O;ogkj djus dh 

dqN ;qfä;k¡ nh tk jgh gSaA

le>sa ,slk D;ksa: lcls igys  ;g tkuuk t:jh gS  fd 

bl crkZo dk dkj.k D;k gS|ukFkkuSy QkLV dh [kkst 

];wfuoflZVh v‚Q lkmFkuZ dSfyQksfuZ;k ek’kZy  Ldwy 

v‚Q fctul ds ,d lgk;d çksQslj ,d lkekU;r% 

jk; dks çekf.kr djrs gSa:yksx rc gh vius Hkkoksa dks 

O;ä djrs gSa tc muds vge~ dks Bsl igq¡prh gS|oks 

dgrs gSa fd Þge T;knkrj ns[krs gSa fd vf/kd ‘kfä’kkyh 

yksx muls detksj yksxksa ij mÙksftr gksrs gSa tc Hkh 

mudh {kerk ij loky mBrk gSß|ukeh lger gksdj 

dgrs gSa”tks yksx dq’ky vkSj cgqr T;knk ilan fd;s 

tkrs gSa mUgsa lcls T;knk fu’kkuk fd;k tkrk gS D;w¡dh 

fp= 3-3-10 >xM+kyw lg;ksfx;ksa ds lkFk Mhy djuk

fp= 3-3-11 le>s D;ksa
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cgqr eqf’dy gks ldrk gS blds fy, nwljk rjhdk ;s 

Hkh gS dh vki fdlh Hkjkslsean bUlku dh jk; ysa ]tks 

vkidks lp crk;s ukfd vkidh okg okgh djs|ysfdu 

[kqnij Hkh lkjk bytke uk ysa|QkLV dgrs gSa Þt:jh 

gS dh vki uk gh Hk;adj cus vkSj uk gh detksj cus tks 

T;knk ijs’kku djus okyk gS ]cfYd nksuksa ds fcp ,d 

larqyu cuk;sa |ukeh lgefr esa dgrs gSa: Þtks fu’kkus 

ij jgrs gSa oks ges’kk viuh xyrh ekurs gSa Þtc ,slk 

gksrk ugha gS

viuh ckr ds fy, [kM+s jgsa :cqjs  LokHkko dk fojks/k 

djus esa uk Mjsa|oqMo‚MZ dgrs gSa:ßeSa vfoyEc lq/kkj  

djus esa fo’okl djrk gw¡ | Þvxj dksbZ vkidks lHkk esa 

^guh’ dgdj iqdkjrk gS rks ogh cksy nsa fd vkidks ,sls 

lacksf/kr gksuk ilan ugha gS| —i;k esjk uke ysdj eq>s 

cqyk;sa ]oks dgrh gSa |vxj vki orZeku esa fdlh tokc 

ls cspkSu gSa rks oqMo‚MZ dgrs gSa fd vPNk gksxk fd 

vki tYn ls tYn bls dg nsa|lHkk ds ckn ;fn vki 

dg ldrs gSa ^eq>s ilan ugha gS fd dksbZ eq>s guh dgs 

|;s eq>s vHkæ yxrk gS|blls ;g ckr vafdr gksus dh 

ctk; fd vkidks ;s lEHkksnu ilan ugha gS ,slk fn[ksxk 

fd vki lkeus bUlku dks viuh rkdr fn[kkdj /kedk 

jgs gSaß] ukeh dgrs gSa

lgk;rk çkIr djsa: gj bUlku ds dke esa eS=h gksus 

pkfg, &lkFkh vkSj yksx mlls Å¡ps ;k uhps ]tks mlds 

leFkZd vkSj j{kd cusa ]oqMo‚MZ dgrs gSa|mu lgk;dksa 

ls ckr djsa vkSj ns[ksa dh oks vkidh enn djus ds fy, 

fp= 3-3-12 [kqn dks ns[ksa 

D;k dj ldrs gSa]D;k oks flQZ vkidh ckr dk leFkZu 

dj jgs gSa ;k lp esa vkids i{k esa cksyus ds fy, [kM+s 

gksaxs gkyk¡fd vkidks bl elys dks vius ls Åij yksxksa 

dks ;k ,p-vkj dks c<+kuk iM+ ldrk gS ij ml fj’rs 

fy, igys ;s t:jh gS dh vi mlh vkilh le> ls 

lqy>kus dh dksf’k’k djsa]oqMo‚MZ dgrs gSa|

-”O;kikj dks gksus okys ?kVs dks crk,a :vxj vkidks 

vkSipkfjd dne ysus gks rks vius ekfyd ls ‘kq#vkr 

djsa¼;s ekudj fd oks vkØked ugha gS ½ij vkidks elys 

dks vkSj Åij inØe esa ys tkuk iM+ ldrk gS|ukeh 

dgrs gSa]lquokbZ gksus ij ppkZ dk fo”k; ;s gks fd fdl 

rjg ls ml O;fä dk O;Ogkj O;kikj dks uqdlku igqapk 

jgk gS|QkLV dgrs gSa:;s crk,a fd dSls ;s eukscy vkSj 

çn’kZu ij vlj nky jgk gS|O;fäxr lQkbZ cgqr de 

vlj djrh gS vkSj T;knkrj ,d rw rw eSa eSa okyh fLFkfr 

dM+h dj nsrh gS|HkkoukRed {kfr dh dgkuh uk lquk,¡ 

]ukeh lykg nsrs gSa|ml bUlku dh otg ls laLFkk dks 

gksus okys uqdlku ds lEcU/k esa  rdZ nsa|

lhekvksa dks tkusa: tc Åij fn, x, dksbZ Hkh rjhds  

dke ugha vk,a rks vkidks lkspuk gksxk :D;k ;s vlH; 

O;ogkj gS ;k eSa gh vfHk=Lr gw¡ \ vxj vki ,d 

fuanktud fLFkfr esa gks ¼cgqr eqf’dy ugha ½ ukeh vkSj 

oqMo‚MZ vkxzg djrs gSa fd ,slh fLFkfr esa ifjorZu cgqr 

eqf’dy gS|’kkunkj ifjorZu cl rHkh ns[kus dks feyk gS 

tc mUgsa [kqysvke fu’kkuk fd;k x;k gS|oqMo‚MZ dgrs 

gSa]ßvuqX;k;sa dke ugha vkrha|vfirq vkidks [kqndks cpkus 

ds rjhds ns[kus iM+rs gSa|vo’; gh] ,d vkn’kZ nqfu;k esa 

fp= 3-3-13 enn dks lwphc) djsa
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;kn j[kus yk;d fl)kar

D;k djsa% 

}} ;g tkusa fd yksx dke ds nkSjku vxzsflo jgrs gSa D;ksafd os ijs’kkuh eglwl djrs gSa

}} vius vki ls iwNsa fd vki vko’;drk ls vf/kd laosnu’khy vkSj ifjfLFkfr dks xyr rks ugha ysrs gSa

}} vuqfpr O;ogkj dk irk yxk,¡

D;k u djsa%

}} [kqn ftEesnkj Bgjuk – cgqr ls yksx vPNs dq’ky vkSj ilanhnk yksxksa ij fu’kkuk lk/krs gS

}} mlfLFkfr dks NksM+ nsa tc vkius bls ikus vki ls vkSj nksLrksa dh lgk;rk ls djus dk ç;Ru fd;k gS

}} vuko’;d ijs’kkuh ysuk – vxj fLFkfr Bhd ugha gks rks NksM+ nsa

p= 3-3-14 lhekvksa dks tkusa

mPp vf/kdkjh mUgh yksxksa ij fu’kkuk lk/ksaxs tks laLFkk 

ds fy, tgj gSa| ij ukeh vkSj oqMo‚MZ nksuksa vkxzg 

djrs gSa fd ,slk cgqr de gkykrksa esa gksrk gS| Þgkyk¡fd 

vkadM+s eukscy]vojks/ku vkSj çn’kZu ij iM+us okys çHkko 

dks lkQ lkQ crkrs gSa ij ,slh fLFkfr esa Hkh dksbZ dne 

mBkuk laLFkk ds fy, ,d cM+h pqukSrh gSß]oqMo‚MZ dgrs 

gSa|vxj vki fdlh viekutud fLFkfr esa gSa rks laHko 

gksus ij  lcls mfpr jkLrk ukSdjh NksM+ nsuk gS

uksV~l
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lkj

fMyhojh ds ckn dh xfrfof/k;k¡ ds ckjs esa bl pkSIVj esa ppkZ dh xbZ Fkh | ,d ckj tc fMyhojh 
,XthD;wfVo v‚fQl esa okil igqpag tkrk gS] fMiks esa dh tkus okyh xfrfof/k;k¡ le>k nh x;h gSa | 
fnuHkj dh xfrfof/k;ksa ds ckjs esa lqijokbtj dks çLrqr dh tkus okyh fjiksVZ Hkh le>k nh x;h gS 

ç’uksÙkj

1- dkSu&dkSuls nLrkost vforfjr iSdst ds lkFk fn, tk;saxs\

2- dkSu&dkSu ls fcy HkjikbZ ds fy, tek fd;s tk;saxs\

3- iSdst ds {kfrxzLr gksus ds dkj.k crk,a |

4- dkSulh LVs’kujh fjVuZ esa tek dh tk,xh\

5- vki D;k djsaxs ;fn vki iSdst c‚Dl dks {kfrxzLr ikrs gSa\

6- okgu esa fjlko gksus ij vki D;k djsaxs\

7- çfriwfrZ ds fy, dkSu ls fcy çLrqr fd;s tk;saxs\

8- okgu ¼nqifg;k okgu vkSj oSu½ ykSVkrs le; ,d okgu tkap lwph rS;kj djsaA

9- eky igq¡pkus esa nsjh] vforfjr eky dh fLFkfr dh dkj.kksa ds lkFk fjiksVZ vkSj fnu Hkj ds
fØ;kdykiksa dh tkudkjh ,d i;Zos{kd dks nsrs gq, ,d okrkZyki xfrfofèk djsaA

uksV~l



67

प्रलेखन विशषेज्ञ - परिवहन

uksV~l
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4. रोजगार कौशल

यूनिट् 4.1 - रोजगार कौशल 120 घंटे् (भाग -1) 

यूनिट् 4.2 - रोजगार कौशल 120 घंटे् (भाग -2) 

रोजगार कौशल 120 घंटे् (भाग -1)  रोजगार कौशल 120 घंटे् (भाग -2) 

सामग्री तक पहुँचिे के नलए िीचे दी गई इकाइयो ंपर क्लिक करें  

DGT/VSQ/N0104

https://drive.google.com/file/d/1BUmejiRPtSJEXDPanctU8D7KNU_RPA9O/view?usp=share_link
https://drive.google.com/file/d/117_oLPttQdT7_20Z9Diq-OX8E0G9rtlF/view?usp=share_link


vuqyXud 

;wfuV esa fn, x, D;w vkj dksM dk fooj.k 

URL 

1- 

eksM;wy 1 & 

nLrkost vkSj 

mudh vko';drk,a 

bdkbZ 1-3 & varjjkT;h; 

gLrkarj.k vkSj VSDl ij lkekU; 

ekunaMksa ds nkSjk vko';d 

nLrkost 

1-3-11 fuf”k)

eky@oLrq,a 

https://www.youtu 

be.com/watch?v=7 

HfEnHztvIM 

20 

eSuqvy gSMfyax 

2- 

eksM;wy 1 & 

nLrkost vkSj 

mudh vko';drk,a 

bdkbZ 1-3 & varjjkT;h; 

gLrkarj.k vkSj VSDl ij lkekU; 

ekunaMksa ds nkSjk vko';d 

nLrkost 

1-3-11 fuf”k)

eky@oLrq,a 

https://www.youtu 

be.com/watch?v=1 

fD8n9jdWb4 

20 

[krjukd eky 

dh gSMfyax 

3- 

eksM;wy 1 & 

nLrkost vkSj 

mudh vko';drk,a 

bdkbZ 1-1 & ifjogu ds nkSjku 

vko';d nLrkostkas ds fofHkUu 

çdkj 

1-1-1 nLrkost] vkSj

budh vko';drk; 

https://www.youtu 

be.com/watch?v=3 

6geQ8AvkNo 

33 

ykWjh jlhn 

4- 

eksM;wy 1 & 

nLrkost vkSj 

mudh vko';drk,a 

bdkbZ 1-1 & ifjogu ds nkSjku 

vko';d nLrkostkas ds fofHkUu 

çdkj 

1-1-1 nLrkost] vkSj

budh vko';drk; 

https://www.youtu 

be.com/watch?v=x 

Zd76YxHDrg 

33 

ynku Ik= 

5- 

eksM;wy 1 & 

nLrkost vkSj 

mudh vko';drk,a 

bdkbZ 1-1 & ifjogu ds nkSjku 

vko';d nLrkostkas ds fofHkUu 

çdkj 

1-1-1 nLrkost] vkSj

budh vko';drk; 

https://www.youtu 

be.com/watch?v= 

CkjCu2_JTik 

33 

B/L, AWB, LR & RR 

में क्या अंतर है? 
 

6- 

eksM;wy 1 & 

nLrkost vkSj 

mudh vko';drk,a 

bdkbZ 1-1 & ifjogu ds nkSjku 

vko';d nLrkostkas ds fofHkUu 

çdkj 

1-1-1 nLrkost] vkSj

budh vko';drk; 

https://www.youtu 

be.com/watch?v=P 

MI_b9VaT1c 

33 

bZ&pkyku 

70 

https://www.youtube.com/watch?v=7HfEnHztvIM
https://www.youtube.com/watch?v=7HfEnHztvIM
https://www.youtube.com/watch?v=7HfEnHztvIM
https://www.youtube.com/watch?v=1fD8n9jdWb4
https://www.youtube.com/watch?v=1fD8n9jdWb4
https://www.youtube.com/watch?v=1fD8n9jdWb4
https://www.youtube.com/watch?v=36geQ8AvkNo
https://www.youtube.com/watch?v=36geQ8AvkNo
https://www.youtube.com/watch?v=36geQ8AvkNo
https://www.youtube.com/watch?v=xZd76YxHDrg
https://www.youtube.com/watch?v=xZd76YxHDrg
https://www.youtube.com/watch?v=xZd76YxHDrg
https://www.youtube.com/watch?v=CkjCu2_JTik
https://www.youtube.com/watch?v=CkjCu2_JTik
https://www.youtube.com/watch?v=CkjCu2_JTik
https://www.youtube.com/watch?v=PMI_b9VaT1c
https://www.youtube.com/watch?v=PMI_b9VaT1c
https://www.youtube.com/watch?v=PMI_b9VaT1c
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